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THE TIME HAD COME for 
Mr. Tuggleby to buy a mimeo- 
graph—a mimeograph to 
Like <M Lalela OM ollelel Clolsea asl i- 


copies of bulletins, reports, 
forms, and a host of other things. 


How Mr. Tuggleby 
Bought a 


mimeograph... 


But Mr. Tuggleby was a cau- 
tious soul... and so he did a 
cautious thing. He made a 
thorough investigation. As a 
result he learned of new ways to save time and money — 
and to the complete satisfaction of his secretary. 

If you have similar need we would like to send a free 
copy of the booklet, ‘How Mr. Tuggleby Bought a Mimeo- 
graph." The book itself is a sample of MODERN mimeo- 
graphing. Simply mail the coupon below. 


For use with all makes of suitable stencil duplicating products. 


4A B DICK 


rH EF cn Me) Wr eS a) OO oa 


A. B. DICK COMPANY, Dept. 0-1252-M 
! 5700 Touhy Avenue, Chicago 31, Illinois 


Without obligation please send me a copy of the booklet, 
“How Mr. Tuggleby Bought a Mimeograph.”’ 
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To better serve users of business forms 
we open a big, new plant 


a a completion of our 70th year of 
business is marked by the opening of 
one of the largest and most up-to-date 
plants in the United States for the 
exclusive production of continuous 
business forms. The new factory is 
located in South Hackensack, N. J., 
and has 136,000 square feet of manu- 
facturing floor space. It will enable 
us to speed up delivery of custom 
printed and stock forms substantially. 


Let us demonstrate business forms 
printing service at its best. Ask us to 


BUSINESS FORMS 


AUTOGRAPHIC REGISTER COMPANY 
221 7th Street, Hoboken, New — 


TS y 
Founded 1883 


| 
| 
| 
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I 
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quote on your current requirements. 


Or if you have a continuous forms 
problem, give us enough information 
on the coupon to enable us to help 
you. Mention the kind of forms in 
which you are interested, nature of 
your business and types of machines 
used. We will then send you a folder 
of selected forms that will show you 
how we have helped other firms solve 
a similar problem. They may contain 
a worth-while idea for you. 


AUTOGRAPHIC REGISTER COMPANY 


Hoboken, New Jersey 


We would like to receive a folder of sample continuous 


forms for 
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OW does he do it? How can he pack 
twelve hours work into an 8-hour day? 


The answer is simple. He has learned the 
secret of all successful executives. He has 
learned how to organize time—for in busi- 
ness today time is the critical factor. 


Note how “time economy” enters into 
his choice of equipment. His desk, for ex- 
ample, has been specially “time-engineered” 
by Shaw-Walker to cut time-wasting details 
to a minimum, to leave his desk and his 
mind clear for action. 


Only Shaw-Walker 


New, low, comfortable 
height (29”). Puts you on 
top of every job 


could design this 


Job-engineered drawer 
space—wired 

for telephone connection 
Concealed, removable 


wastebasket—saves time, 
floor space and litter 


Center drawer with extra 
compartments—-space for 
everything you need at your 
finger tips. 


yas fo 


GHAW-WALKER 


pul... Cltet he 000K” 


“executive” desk. It was born of more than 
fifty years of serving the needs and saving 
the time of American business. 


And there are Shaw-Walker desks, chairs, 
files, cabinets, systems, indexes and sup- 
plies—everything for the office except ma- 
chines—each “time-engineered” for the 
needs of every job and worker. 


If you are setting up a new business or 
merely wish to modernize worn, out-dated 
offices, make sure you use Shaw-Walker 
equipment throughout. It will help you 
make the most of every minute, every work- 


Most comfortable working 
top ever invented. 


“In,” “Out,’’ and “‘Hold’’ 
letter trays inside— 
Confidential, quick, no 
desk-top clutter 


Scientific personal file with 
speed guide, dividers—saves 
“barrels’’ of time 


The booklet, ‘‘Time and Office Work,”’ is packed with ideas for stretching 
office time. Organize now for greater sales effort and lower operating 
cost! A wealth of information on “‘time-engineered”’ office systems and 
equipment. 36 pages! Many color illustrations! 
today on business letterhead to: Shaw-Walker, Muskegon 43, Michigan. 


ust off the press! Write 


Executive Offices at Muskegon, Michigan 
Branches and Dealers in All Principal Cities 


Largest Exclusive Makers of Office Furniture 





and Filing Equipment in the World 











FFICE workers of the Southwestern 

‘Forest and Range Experiment Sta- 

tion, Forest Service, Dept. of Agri- 
culture, consider themselves fortunate. 
They have one of the world’s most beau- 
tiful sites on the side of Tumamoe Hill, 
350 ft. above Santa Cruz Valley, practi- 
cally on the outskirts of the thriving 
desert city of Tueson, Ariz. They have 
a sweeping view of city, valley and five 
strikingly beautiful mountain ranges, 
and a close-up view from office windows 
of huge saguaro cacti and of other cacti 
growing in a garden between buildings. 
The office is housed in three roomy stone 
buildings erected for Carnegie Desert 
Laboratory and later presented to the 
Dept. of Agriculture. 

Here scientists carry out a conserva- 
tion and restoration program directed 
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toward pine forests of northern Arizona 
and New Mexico, and desert ranges of 
those states, utilization of forest prod- 
ucts, and watershed management, aimed 
at the maximum production of water for 
water-shy lowlands accomplished with a 
minimum of erosion of highlands. 

If you have worked in a room without 
a view, you know the thrill it is to look 
from office windows across a 60-mile ex- 
panse of valley. During all the year, 
visibility is very high and details of 
city structures stand out distinetly. Dur- 
ing the rainy season—late July and Au- 
gvust—when trade winds bring much 
needed rains, office workers can see 
storm clouds moving over mountains and 
bringing weleome rain toward their 
homes in the valley. For homeowners 

(Continued on page 94) 











A Plan for Exchanging and 
Reviewing Office Correspondence 


F. E. DUBACH 
Controller, Wilson Sporting Goods Co., Chicago. 


OOD basic office procedure is too 

easily overlooked in this compli- 

eated age. The literature of busi- 
ness is full of advanced machinery ap- 
plications, advanced psychological stu- 
dies, completely new concepts and meth- 
precepts that were sound 
vesterday, are sound today, and will be 
sound tomorrow. We are not so ad- 
vanced that we can forget to remind 
ourselves often of basie principles. This 
article will deseribe one simple bit of 
procedure, not earthshaking but com- 
pletely practical. 

“Knowledge is power,” said Francis 
Jacon some 300 years ago. The great 
English was certainly not 
thinking of the operation ot a business 
when he wrote those words that have 
become part of the language, but they 
are applicable to it. The required 
knowledge is not at all recondite. For 
example, one bit of knowledge required 
by every business executive is simply 


" 
ods. Those 


essayist 


knowing what goes on in his own office. 
Did you ever stop to think whether you 
are really well informed from day to 
day on your own office and its opera- 
tions? 

We discovered some time ago in our 
department that we didn’t know enough 
about what was happening in the de- 
partment. “We” happens to mean the 
controller and his three principal as- 
sistants, but the problem and its solu- 
tion are equally pertinent to any execu- 
tive and his assistants. It will be easier 
for you to read and for me to write 
the rest of this article if it is done in 
the first person. Put yourself and your 
organization into the eontext as you 
read and think. 

No one of our four key people knew 
what the others were doing. We had 


our staff meetings but, even when they 


were held regularly and frequently, there 
was always so much to be discussed 
that we had to slight the less impor- 
tant things. We had little time for the 
interchange of ordinary, everyday infor- 
mation. As a result there was too much 
overlapping of action. 

We decided that a mutual exchange 
of outgoing correspondence would be 
way to avoid some of our 
troubles. Most of our activity expresses 
itself in correspondence with customers, 
suppliers and other parts of our own 
company. If we could work out a way 
for each of us to know what the other 
was writing, our fund of knowledge 
would be considerably swelled. This 
was the genesis of the procedure we 
have developed. In its growth it has 
added other and utilities unto 
itself, as will be seen. 

The secretary of each of the four 
men involved now makes an extra copy 
of cach letter written. At the close of 
each day these extra copies are assem- 
bled in a group and stapled together, 
under a heading sheet which reads: 

DAILY LETTERS 
(NAME OF WRITER) 
(DATE) 

The first thine the following morning 
each of these files is cireulated among 
the other three members of the group. 
After the contents have been noticed 
and sampled or digested, each file is re- 
turned to the man who wrote the letters. 
Thus, by noon of the following day 
each member of the group has read all 
cutgoing correspondence of the previous 
day. 

That’s all there is to the idea in its 
original form. As far as its acecom- 
plishment of the original objective is 
concerned, here is a quick look at the 
advantages : 


one rood 


colors 
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1. I know more about the daily work 
of my staff. I know what daily prob- 
lems they encounter, and how they solve 
them. I know what their difficulties are, 
and with whom they have them. I know 
whether they are behind or up-to-date in 
their work. In short, I know quite a 
bit more than formerly about the every- 
day performance of their jobs. More- 
over, L know more about our branch 
organization, because their correspond- 
ence tells me something about what the 
branches are doing. 

When it necessary for the 
office manager to discuss some prob- 
lem with me, long preliminaries are 
usually not required. As soon as he 
mentions his subject I am able to say, 
“Oh, ves, I remember the letter you 


bec MES 


wrote about that a couple of days ago.” 
We are able to get right into our dis- 
cussion, both of us fairly fully informed. 


2. My staff knows more about my 
daily work. Beeause this is an inter- 
change of information, my staff is as 
much better informed as 1 am. It has 
now become evident that in the bustle 
of getting things done, I had often over- 
looked telling them about those things. 
It was too easy to be convineed that 
something wasn’t important enough to 
talk to them about. Now they are fully 
informed—particularly because we have 
a habit of dictating written memos on 
conversations and conferences, which 
memos become a part of these files. 

Also, these men are getting a much 
better education as to the problems of 
my office. If I were to leave the depart- 
ment or the company they will have 
been much better trained because of this 
constant exposure to those problems— 
not just the important ones, but all of 
them. Once in a while, of course, there 
is some highly confidential information 
in a letter which can’t be passed along. 
Such letters are withheld from the daily 
file. (They are added to it after the 
file is returned, for reasons which will 
become evident when the secondary us- 
age of the files is explained.) I try not 
to withhold letter copies unless it is 
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essential, since to do so would be to 
negate the prime purpose of the pro- 
cedure, which is a complete interchange 
of information, 

3. I am better able to evaluate my 
subordinates. Not only do I know what 
they write, but how they write it. I 
know what answers they have given to 
questions, I know what solutions they 
have found for problems. It is much 
easier than before to form a judgment 
on their judgment. I even know a lot 
about the capabilities of their seere- 
taries, because I see every letter they 
write! 

4. My subordinates are better able to 
evaluate me. They see me not only 
when I am_ pontificating, but when I 
have my sleeves rolled up for the labor 
of the day. If the leadership is good 
they will know it better from seeing the 
variety of affairs handled and the man- 
ner of their handling. If it is not good 
they’re going to know that better, too. 
And in that case the procedure will have 
worked out well for the company, be- 


The author's secretary, Norma Grant, is shown 
with the correspondence tickler file. 











Le febure 
VERTICAL SORTERS 


SAVE TIME. . REDUCE COSTS 


t 


Alphabetical, 
numerical, 
geographical 
or any other 
special indexing 


FASTER SORTING... .in perfect 


order with less handling! 


LeFebure vertical sorters are tailored to fit 
EACH job. Let a LeFebure trained representa- 
tive study your sorting job and offer a sound, 
workable solution to your sorting problem. 
No obligation of course, just outline your prob- 
lem when writing us. 


FOR FURTHER INFORMATION— 
WRITE FOR FOLDER 808 


Le frebure CORPORATION 


CEDAR RAPIDS, IOWA 





Most complete sorting line available. 


RES we 
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cause | will have lost control over my 
department and the company will have 
a new and better controller! 

5. The system saves multiple copies 
of letters. That sounds like an anomaly, 
since it is multiple copies. But we find 
that specific copies are not nearly as 
necessary as before. Since all four men 
know their letters are to be read by 
of the other three, it is seldom 
necessary to direct a copy to one of 
them. It is only done when a copy is 
required for that individual’s action or 
files. 

The time required to operate the sys- 
tem is very small. A few minutes a day 
per file of letters is ample. The same 
Francis Bacon whose words opened this 
article also said of books that some are 
to be tasted, others to be swallowed, and 
some few to be chewed and digested. 
His remark is equally applicable to 
letters. Many of them can be passed 
over quickly without reading, because of 
the leading paragraph. Others can be 
read hurriedly. A few, and only a few, 
need to be digested. 

The given for adoption of 
this simple device for exchanging infor- 
mation in an office are, I believe, suffi- 
cient in themselves to warrant the ac- 
tion. But there is another use for these 
daily letter files, as we call them, which 
gives the idea its final fillip. 


each 


reasons 


Once the daily letter files had served 
their information interchange purpose, 
they beeame serap. And often 
happens, we found that the serap had 
considerable value. When diverted to 
use as follow-up files, the serap turns 
to gold. 


as so 


We had been using tickler systems of 
various kinds for follow-up purposes. 
In my own case, a follow-up copy was 
dictated at the time each letter was com- 
posed, if it was known that follow-up 


might be necessary. This copy was 
placed in a date file under its come-up 
date. But sometimes the request to the 
secretary for preparation of the follow- 
up copy was forgotten. It was a nui- 
sance to have to think of follow-up 
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For YOU in ’52 we introduced 
8 NEW FLEX! PRODUCTS 


2 Bookcases... and 2 Storcases with SLIDING SHELVES 


Adjustable without bolting 


4 Storage Cabinets with SLIDING SHELVES and SLIDING DOORS 


Adjustable without bolting Removable in 3 seconds 


e‘s a line of heavy steel, quality-bui 
products that were made just for you. A 
thousand words couldn't begin to tell 
you the whole story of these unusual 
values. Write Joe Davis, sales manager, 
and ask him for your nearest dealer... 
then you can go and see with your own 
eyes features that put Borroughs Flexi 
products right out in front. 


2 BO@KCASES 


4712—38We x 42H. x 12D. t 
8412—38’"W. x 84H. x 12’D. b waa * —_— 


2 STORCASES 
4718—38"W. f 42H. x 18D. 
8418—38" Wx 84H. x 18D. 
4 STORAGE 
CABINET 

4212 SD—38""W.x42H.x XD. 

4218 SD—38’W.x42"H.x18"2 

7812 SD—38"'W.x78"H.x12""D. 

7818 SD—38"W.x78"H.x18D. 


rFRODUCTS 


BORROUGHS MANUFACTURING COMPANY 


AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK ail KALAMAZOO, MICHIGAN 
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‘We've saved hundreds of 
dollars a year since we 
bought SHREDMASTER’’ 


. . reports FURST-McNESS COMPANY, 
manufacturers of medicines, foods, 
toiletries and household necessities. 


“Our SHREDMASTER has been a 
means of completely destroying waste 
paper, top-secret orders, letters and 
obsolete records. Since the installation 
of SHREDMASTER, we have’ used 
shredded paper exclusively in our 
Shipping Department. The paper has 
eliminated the necessity of buying 
packing materials. This has shown us a 
definite saving of several hundred 
dollars annually. We are pleased with 
its efficiency of operation and _ prac- 
tically ‘no cost maintenance.’ Purchas- 
ing your SHREDMASTER was a wise 
investment.” 


SHREDMASTER 


Shredding Machines 
product of —The Shredmaster Corporation 


“Senior” Table Model Shred 
moster 32%” x 25” x 19'” 
Weight: 300 Ibs. _—> 


also available: ‘Junior’ 
Table Model 141%” x 16” 
x 12” Weight: 52 Ibs 
Heavy-duty Floor Model 
49” x 22” x 47” Weight 
800 Ibs. 


205D Willoughby Ave., Brooklyn 5, N 
Division of Self Winding Clock Company 


For complete information, mail coupon today. 
SSCS eeeeeeeeeeesesce 


The Shredmaster Corporation 
205D Willoughby Ave., Brcoklyn 5, N. Y. 


(] Please send literature. 
Name 
Company 


Street 


City Zone State 


12 


procedure at the time of dictation. The 
easy solution is to use the daily letter 
files themselves for later reviews of 
correspondence. 

As soon as each file has been returned 
to its writer, it is placed in a perma- 
nent, date indexed file. Among other 
things, this provides a file copy by date 
of each letter written, for reference 
purposes. The automatic follow-up is 
accomplished simply by having these 
daily files pulled at regularly specified 
intervals. For example, suppose you de- 
cide you want two automatic follow-ups 
on your correspondence, one after two 
weeks and a final one after four weeks. 
Have your secretary prepare a follow- 
up table at the beginning of each month, 
like this: 


DATE Ist FOLLOW-UP 2nd FOLLOW-UP 


Aug. 4 July 21 July 7 
Aug. 5 July 22 July 8 


On Aug. 4, the secretary pulls out the 
daily letter files for July 21 and July 
7 and lays them on your desk. Some- 
time during the day you look them 
over—only a few minutes is necessary. 
In most first paragraph is 
enough to identify the letter in your 
memory. In most cases you will know 
immediately whether or not an answer 
was received. If one was not and it 
should have been, you dictate vour 
follow-up. If vou prefer, vou can have 
vour secretary pull the topical file be- 
fore you handle the dictation. so as to 
keep the file together. If this is not 
done, make your arrangements so that 
the copy of the follow-up letter will be 
added to the topical file. If vou can’t 
remember whether an answer was re- 
ceived, check the topical files. 

When you have finished looking over 
a davy’s file, initial and date it, then have 
it returned to its date indexed file. The 
follow-up dates and intervals ean be 
infinitely varied. If you like, vou may 
also have files pulled each day from 
the corresponding day of the previous 
vear, to check matters that are handled 
on an annual basis. 


eases. the 


If, after vou have handled the last 


scheduled follow-up of a daily letter 
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a 


Now...a really small, low-cost 
Folding Machine! 


Scarcely 
little more! Needs little space, 
is easily carried to wherever 
it’s needed. Soon pays 
Ask the nearest PB 
office to show you the FH, 
and its big brother, the FM— 


itself. 


Hand folding is high cost 
or send the coupon for free 


today, whether the jobs be 

small or large. To save time 
and cut costs, more and more 

offices are being equipped with 

This new 

booklet. 


folding machines. 

Pitney-Bowes FH will handle 
such jobs easier, faster and 
with less waste than hand 
folding...It takes less than a 
minute to set for any job—just 
move two knob indicators to 
the widths of the folds wanted. 
And anybody can learn to use 


it in a few minutes. 
The FH is semi-automatic 
driven ... 
Easy! Fold a sample sheet as 


hand 
you want it, then measure the 
width in inches of each fold on 


doublefold standard letter size 


but 
sheets up to 5,000 per hour- 
as 
the metal rule, then... 


electrically 
makes two folds at once, can 
fast 
and handles 


ten times 
folds, 
various weights and finishes 


as 
folding! Makes eight different 
of paper in sheets as large as 


basic 
814 by 14 inches, and as small 
as 3 by 3 inches. 
indicator knobs on the 
inch scales to set the FH for the 





Move 
e The FH is little 
larger than a typewriter wanted widths of the first and 
and costs little more! second folds, and it’s ready to go. 
oe ne eee 
PITNEY-BOWES, INC., 
I 3458 Pacific Street, Stamford, Conn. 
q Send free booklet on Folding Machine to: 
I Name_ Be ore 
1 Firm__ a —_ 
q Address 


PITNEY-BOWES 

Folding Machines 
Made by Pitney-Bowes, Inc...originators 
.. 93 branch offices, 


of the postage meter. 
with service in 199 cities. 
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Why INVINCIBLE Desk and Table Tops 
are “Tops” for Beauty and Durability 


Careful attention to so-called “minor details” 
are major factors in the superiority of In- 
vincible office equipment. The drawing at the 
left shows details of steel tops on tables and 
desks in ““MODERNAIRE” — the up-to-the 
minute line of steel furniture. Note how the 
linoleum is molded around the attractive 
curved edge . . . how it is protected by the 
stainless steel binding, from being scuffed by 
contact with chair backs or movement of ob- 
jects through aisles. Corners — where tables 
and desks are subjected to greatest wear—are 
protected by stainless steel caps. The entire top 
and binding fit into the desk rim of angular, 
heavy-gauge material which is securely bolted 
to the corners of each pedestal. Rim easily 
may be removed in case user desires to change 
the top size of desk at some future time. For 
detailed information on other construction fea- 
tures which help convince users that Invincible 
furniture is a wise investment “for better busi- 
ness living’’—write the factory direct. 


COMMERCIAL OFFICE EQUIPMENT 
INVINCIBLE METAL FURNITURE CO. © MANITOWOC, WISCONSIN 
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file, you find that further follow-up is 
still necessary, the matter is quite easily 
handled. Make a note of the corre- 
spondence, referring to it by date, and 
have that note slipped into a tickler 
file. Or simply make a note on your 
calendar pad. If you know at the time 
you dictate a letter that a follow-up 
will be required after the last date nor- 
mally scheduled for follow-ups, ask your 
secretary to make a special follow-up 
copy to insert in the tickler file. In this 
case, have her annotate all copies of the 
letter to show that this follow-up copy 
exists. Otherwise, you'll be wondering 
about it the last time you read over the 
daily letter file for follow-up purposes. 

It was stated in the beginning that 
there was nothing earthshaking about 
this procedure. It is just good, basic 
procedure but it has a double edge that 
gives it full utility to those who will 
make the most of it. 


ob ollers 


It was with great interest that we 
read Mr. L. P. Bradley’s letter on pages 
145 and 146 of your August issue. The 
fastest and simplest solution to Mr. 


Sirs: 


Bradley’s problem is Thermo-Fax, a | 


process developed to copy, in 15 seconds, 


direct from one or two-sided printed ma- | 
terial regardless of type or color of the | 


original stock. 


Granted, our Thermo-Fax duplicating | 
method has its limitations—as do all ma- | 


chines and processes—but, give considera- 
tion in the direction of what Thermo-Fax 
actually will do. Its advantages include: 
chemicals or solutions not needed, com- 
pletely dry, reproduce direct from origi- 
nals in all cases, will copy from originals 
up to 81%” by 14”, darkroom or subdued 
light not needed, exhaust blowers not 
needed, special skill not required to oper- 
ate Thermo-Fax Duplicator, no proofread- 
ing, compact in size, special negatives or 
originals not needed, no in-between steps, 
completely clean, no mussy ribbons or 
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in GREETING CARDS 


More and more greeting card 
manufacturers choose Shepco 
envelope with the delicious 


Mint-E-Seal flavor flap. 


pard 


ENVELOPE CO. 


ONE ENVELOPE TERRACE, WORCESTER 4, MASS. 
New York Office: 1133 Broadway, N. Y. 10 
Save 3 ways with EZC window enve- 


lopes. Write for free samples today. 
Dept. 158. 











COTTERMAN TUBULAR 


Filing Rooms, 
Stock a Sa 
trong—Eas love 
Easy to ‘Climb. 
Mounted » Swivel Brake 
Casters which anew the lad- 


step on the ladder the rub- 
ber cushioned legs rest. on 
the and prevent rolling. 
Made in 7 heights—2 widths. 
Send for C youter 52-0 and 


1. D. COTTERMAN, Mtr. 
4335 venswood A 
Chicago 40, til. 








1) 











And it wasn’t easy. For 58 

years with a head full of 

plans, a heart full of courage 

and a suitcase full of litera- 

ture, Susan B. Anthony, the 

grand old lady of women’s 
suffrage a America. “Men their rights 
and nothing more . . . women their rights and 
nothing less.” 

With indomitable fortitude she held to her 
purpose through ridicule, poverty, and even 
criminal indictment. 

Once she was asked. “If you vote, are you 
prepared to fight?” “Certainly,” she replied to 
her would-be tormentor, a prominent editor, 
“just as you did in the late war—at the point 
of a goose quill.” 

No greater tribute could have been paid Susan 
B. Anthony than the care with which the wom- 
en’s vote was cultivated in this election year. 

In the selection of letterhead and envelope 
papers for office use the ““‘women’s vote” should 
be important, too. Your stenographic staff will 


BERT PAPER COMPANY 


A. 
“a changed America’s mind 


appreciate the sturdiness of new cotton fibre 
content Gilbert Quality Papers. It makes possi- 
ble neat, clean erasures without scuffing or 
smudging, eliminating time consuming retyp- 
ing. Saves you money, also. And for your rec- 
ords as well as other form work, Gilbert papers 
have the strength to withstand constant han- 
dling and to remain erect in files for easy 
reference. 

Ask your printer, lithographer or engraver 
for samples of Gilbert Quality Papers. 


LEDGER e INDEX BRISTOL 
MANUSCRIPT COVER e VELLUM e SAFETY 
REPRODUCTION e BANKNOTE PAPERS 


<GarBERT 


PAPER COMPANY 
MENASHA, WISCONSIN 


BOND « ONIONSKIN e 


A good letter is always better- written on a Gilbert Bond 
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solutions are used, 

Thermo-Fax will copy very few colored 
inks, but a great 
claim this as an 


number of our users 
Because 
Thermo-Fax is a Thermo Process we make 
no claim that the Thermo-Fax reprodue- 
tion will ever be as sharp as the original, 
but it can be read and the reproduction 
takes only seconds to make. E. F. BOV- 
ERMANN, Sales Manager, Duplication 
Products Div., Minnesota Mining & Mfg. 
Co., St. Paul. 


National Conference 
& Exhibit Calendar 


National Business Teachers Assn., Con- 
gress Hotel, Chicago, Dee. 28-30. 

Chicago World Trade Conference, Sher- 
man Hotel, Feb. 17-18. 

Office Management Assn. of Chicago, 
Conrad Hilton Hotel, Chicago, March 


or 


me 


National Office Furniture Assn., Statler 
Hotel, Cleveland, April 26-29. 


advantage. 


New York Stationery Show, New Yorker 
Hotel, May 

National Office Management Assn., Stat- 
ler Hotel, Boston, May 25-28. 

NRDGA Controllers Congress, Roosevelt 
Hotel, New Orleans, May 25-28. 

Insurance Accounting & Statistical Assn., 
Palmer House, Chicago, June 1-3. 

Accounting Div., Assn. of American Rail- 
roads, Beach Hotel, Chi- 
eago, June 1-4. 

National Office Machine Dealers Assn., 
Ambassador Hotel, Atlantic City, N. J., 
June 18-20, 

National Machine Accountants Assn., 
Schroeder Hotel, Milwaukee, June 18- 
20. 

National Business Forms Associates, 
Edgewater Beach Hotel, Chicago, Sept. 
2-6, 

Insurance Accountants Assn., Bellevue 
Stratford Hotel, Philadelphia, Oct. 
14-16, 

National Business Show, Grand Central 
Palace, New York, Oct. 19-24. 


Kdgewater 








MANUFACTURERS OF 


TIME STAMPS 
CHECK CERTIFIERS 
SERVICE DATERS 
QUICK-SET MACHINES 
DATE & NUMBERING 


of 


THE AJAX TIME STAMP CO., INC. with more 
than thirty years of experience in manufacturing 
time recording eauipment, check certifiers, dating 
and numbering machines, guarantees you quality 
products with excellent dependable service. 


SEND FOR OUR COMPLETE CATALOG. 


AJAX TIME STAMP CO., INC. 
MANUFACTURERS 
368 BROADWAY 

NEW YORK 13, N. Y. 
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Calculate with your left hand. 
Write with your right. 








than five people — 


WITH FACIT! 


With Facit — the world-famous Swedish, 
fully automatic calculator — you can cal- 
culate 5 to 10 times faster than by ordinary 
methods. Anyone can calculate anything, 
thanks to Facit’s simplified easy-to-learn 
10-key system. Touch-operate with the 
left hand, and check with the right. A 
Facit very soon pays for itself because it’s 
the least expensive machine in its class. 
Save money and energy — calculate with 
a Facit. 


°o 
AKTIEROLAGET ATVIDABERGS _ INDUSTRIER 


CALCULATOR ™éodE'N sweven 





World's most exported calculator 


FACIT INC., 500 FIFTH AVE., NEW YORK 36, N. Y. 
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EG US PAT OFF 


UNROLLS EASIER RESISTS BREAKING 
THANKS TO EXCLUSIVE TOUGHER, MORE PLIABLE 
NEW BACKSIZING! CONSJRUCTION! 


STICKS TIGHTER 
NEW HIGH-TACK ADHESIVE 
TAKES A GOOD FIRM GRIP! 


READ HOW TO SIMPLIFY and speed up office oper- 
ations with the help of “Scotch” Brand Tapes! New 
booklet is full of tips that mean faster work, neater 
desks and files, reduced waste. Write Dept. OF-112, 


3M Co., St. Paul 6, Minn., for your free copy... and 


meanwhile get a supply of the new, improved “Scotch” 
Cellophane Tape! 
The term “Scotch” and the plaid design are registered trademarks for the more than 200 pressure- ssensitive 
adhesive tapes made in U S.A. by Minne sota Mining & Mfg. C o., St. Paul 6, Minn.—also makers of ‘ ‘Scotch 
Sound Recording Tape, “U nderseal’* Rubberized Coating, “Scotchlite’’ Reflective Sheeting. « *"Safety- 
Walk"’ a ee Surfacing, “3M” Abrasives, "3M" Adhesives. General Export: 122 E. 42nd St.. New ©& 
mon 


York 17, N. Y. In Canada: London, Ont., Can. 
19 
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We are never too busy at our business of shipping 
distinguished carbon papers and typewriter ribbons to the trade, 
to pause at this season and thank you all for your 


splendid cooperation . A very prosperous 1953, gentlemen! 


4) MA 
PANAMA-BEAVER 


Git “MN 
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he saves time and nerves 


with Castor lo Use.” 
_SoundScriber 


DICTATING EQUIPMENT 


On train or plane, in car or 
hotel room, SoundScriber 
helps him sell. 


More selling time for this top producer. 
Instead of punishing paper work he dictates 
reports and letters to SoundScriber. 
Nine wafer-thin green SoundScriber discs (a full 24% hours of 
dictation) go down the mail chute in one envelope with 3¢ postage 
for home office transcription. No stiffeners or expanders. . 
SoundScriber exclusive. Send the coupon today .. 
your salesmen hours more selling time. 


. another 
. learn how SoundScriber can give 





Only SoundScriber Offers You: SoundScriber Corp., Dept.O12 
New Haven 4, Conn. 


. Automatic On-the-Disc 4. “Television Indexing’. Please send me Motion Study Chart. 


Indexing. 


... and it’s th ly dictati 
. Two Arm Flexibility. banat nections 
dise useable on long-playing 

. Mail-Chute Size Discs. phonographs—it’s 33/3 rpm. 


SEND TODAY gummy 





Good Filing is Good Management 


ways to cut office costs 
by improved filing methods 


The right filing system 
speeds filing and finding 


Saves 25‘ or more on clerical time 
for operating your files. Saves exec- 
utive time that’s wasted in long waits 
for material from files. Saves costly 
filing errors. Let us help you choose 
the right system for each file, to get 
both speed and accuracy. Get the 
facts on all methods of sorting, han- 
dling. cross-indexing, controlling 
and protecting your records. 


The right filing cabinet 
saves effort and motion 


Choose your files for labor-saving 
ease of operation, long-lasting effi- 
ciency, and maximum return per 
dollar. for maximum 
return per sq. ft. of floor area—from 
our complete line of compact, space- 
saving, four and five-drawer file 
units; double-duty counter or desk 
file units; 


Also, choose 


and the correct drawer 
size for each type of record to be filed. 


The right filing service 
saves_upsets in routines 


Let our file analysts give you an 
expert outside viewpoint on your fil- 
ing methods. Have each file analyzed 
for possible savings. Get help in 
classifying your records, installing 
new systems, training your file 
clerks, and standardizing your file 
procedures. Also, get regular main- 
tenance service to keep your file 
equipment operating efficiently. 





SEND FOR FREE MANUAL 


You’ll find useful ideas by the 
dozen in the new Remington Rand 
manual of practical filing pro- 
cedures. Just one idea may save 
you $100 to $1000. Coupon brings 
you this valuable 40-page booklet 
without obligation. 








For all your filing needs: ONE SOURCE, 











MANAGEMENT CONTROLS REFERENCE LIBRARY 
Room 1553, 315 Fourth Ave., New York 10 


Please send me your filing manual LBV-396. 


Name Title_ 
Firm 
Address 


Zone State 





NAMES IN INDUSTRY.... 


THERE 1S NO SUBSTITUTE 
FOR QUALITY. Ali Morris 
writing sets are equipped 

um tipped points 
oint is tested 


CHOOSE DESK TOP EQUIPMENT! 


BERT M. MORRIS CO. is foremost in the “*”**"” 
field of matched Desk Top Equipment. 


The complete setting shown — 
pen set, memo pad, letter tray, 
ash tray, and phone rest, retail 
for less than you would expect 
to pay for one fountain pen set. 


MORRISET — the constant flowing, all- vine 
round writing implement that holds a full 
2% ounces of ink for months of writing 
without refill. Your choice of five quickly 
replaceable “thread-in” points —extra fine, ae 
fine, medium, broad, stub 


BERT M. Morris co. 


Dept. O-12, 0651 west third Street 
tes angeles 48, Colifernic 
in Cenede: McFerlene Sen & Hodgsen, itd. Montreal, Que 


ror Walt-ability’ 


BROAD 


FINE 


EXTRA FINE 

Desk Top Package Deals — #100 and #200 

Inquire about the surprisingly low cost of 
motching your desk with these items. 





FOUNTAIN PENS — an effi- 
cient and economical pen 
set with “thread-io” point 
section. A reai time and 
money saver in any office 


BOOK ENDS — at last — 
inexpensive book ends 
to match modern office 
furniture 


two types. With jewelers 
bronze bar that drops as 
paper is used, or standard 
box style 


LETTER TRAY — stcong two 
point suspension allows ac- 
cess from entire front and 
both sides. Tiers quickly 
added, legal or letter size. 


ASH TRAY—A real He-Man 
ash tray. Glass lined, per- 
fect for any desk or con- 
ference table. 
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ua up to Cut Printing Costs! 


The Vari-Typer method is the 
quick, inexpensive way to set copy 
for books, booklets, catalogs, busi- 
ness forms, house organs, promotion 
material, direct mail pieces. 

No matter what the job—photo off- 
set, mimeo, litho stencil or other 


duplicating process.....your office 


secretary can expertly set the com- 
position to look exactly like printer’s 
type. A wide variety of instantly 
changeable type faces, in all the 
popular styles, and in many sizes, 
makes composition by the Vari-Typer 
method professional in appearance, 
and at savings up to 75%. 


Send for free illustrated booklet today. 


Body copy composed on Cox- 
bead DS] model; Headlines set 
on the Headliner. 


Ct 2s Sar eee RO hem ae Me Ae 


RALPH C. COXHEAD CORPORATION 
720 Frelinghuysen Ave., Newark 5, N.J. 


Please send me Vari-Typer Booklet 121 


os STATE woes 


| 
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“Our National Payroll-Accounting Machine gives 
us a direct saving of $11,000 a year with this 
one machine. It also has eliminated about $1,000 
a year in overtime. These savings paid for the 
machine in less than 6 months! 

“Also we now handle, through the same ma- 
chine, the check register and issuing of checks 
for the Accounts Payable Division. Furthermore, 
by being able to control totals-to-date for Earn- 
ings, Withholding Taxes and F.O.A.B. taxes, we 
now complete our quarterly Social Security 
Reports and Annual W-2 statement with addi- 
tional great savings in time and effort.” 


— New York Herald Tribune 


“Our CZatonal 
saves us its cost 
every 6 months!”’ 


e 


‘ "A. V. Miller, Treasurer 
New York Herald Tribune 


No matter what the size or type 
of business, Nationals soon pay 
for themselves out of what they 
save—and then go on, year after 
year, returning a handsome profit. 
With their exclusive combination 
of time-and-money-saving fea- 
tures, Nationals do up to 2/3 


of the work automatically. 

The National representative—a 
trained systems analyst—will show 
you how much you can save with 
National Accounting Machines, 
National Cash Registers and Na- 
tional Adding Machines adapted 
to your needs. 


ACCOUNTING MACHINES 


THE NATIONAL CASH REGISTER COMPANY, DAYION 9, OHIO | 


26 
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ADDING MACHINES + CASH REGISTERS 


NEW! THE BIG THREE 


THE VERY LATEST IN QUALITY CARBON PAPER 


Made Especially to Simplify Your Carbon Paper Purchases 


Ist: 


Kee Lox NEW CLEAN Carbon Paper 


BONE CLEAN. Will not rollmark on any machine. Copies will not rub, easy erasure, makes 
5 copies on 24-lb. legal paper. Tops for Accountants or for Executive or Drafting Depts. 
where positive cleanness is a must. Once used, all other kinds are positively out. 


New Medium Finish 


NON-GREASE. Sharp, yet black print and from 8 to 12 copies depending on paper used. 
This Carbon is perfect for regular Correspondence Depts. or for all systems of Purchasing 
or factory orders where medium weight white or colored forms are used. This carbon is 
exceptionally clean; also, the black coating on the paper will outwear the tissue it is on 
and that tissue is the strongest made. 


New Strong Finish or 20 copy Carbon 


for S.S. Bills of Lading, Export Invoices or where 12 to 20 Copies are a necessity. Some 
firms are making 25 Copies at one operation on an |.B.M. Machine. IF used on Standard 
Typewriter with hard platen 20 copies can be made at one time if 10-lb. glazed finish 
Onion skin tissue is used. This carbon paper is superior for manifolding on all soft or 
manifolding tissues. 


Acquaint yourself with perfect Carbon. We will send Free 6 sheets #1 
Bone Clean Carbon; 6 sheets #2, The Perfect Economy Carbon; and 12 
sheets #3, The 20 Copy Carbon, if a Purchasing Agent or Secretary will 
sign the Coupon below. Samples sent in our New Patented Kopy Aligner Box. 


Kee Lox Mfg. Co., Rochester 1, N. Y., U.S.A. 


MAIL TODAY Please send Free, without any obligation, samples as above to: 
PLEASE aoe 


Street 


THANKS City soe Se a aac 


eRe EOE SESW IMEEM | 











No other stands 
have the fine features of 
Tiffany. Office workers 
choose them because of 
quieter operation, less 
operator fatigue, mini- 

_ mum vibration... hence, 
fewer mistakes. Manage- 
ment prefers them for 
their economy, and rigid, 
quality construction.. 
Since Tiffany Stands are 
designed to last a life- 
time, they actually cost 


less ear of service. 
MODEL "'S” sii 





(Available with extra 
leaf on right side.) 


Write for illustrated brochure. 
Tiffany Stands are available 


at better stores everywhere. POPLAR BLUFF, MISSOURI 
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We make forms of any size or 


invoices, PU 


randard torts 


ills of Lading 


x7" 
3 part 


17.90M 
12.75M 


chas 
81/2 “ 
Quantity 


5,000 
10,000 


4 part 


21.95M 
15.95M 























arrangement of parts—including 
purchase orders, sales slips, 
checks, statements, ledgers, etc. 
Any color paper: your imprint 
included in all prices. Prompt 
delivery. 








AND THE FAMOUS 


REDIFIXT 





W-2 WiTHHOLDING 
TAX FORMS 


Form 1099 in triplicate 5 on 
strip. Same prices as 4 part W-2. 
4 Part 
Quantity Blank 


500 11.55 
1000 17.25 




















DIAL TAX FINDER 


( Withholding ) $] 4.75 


SCIENTIFICALLY 
DESIGNED 


BIG easy-reading figures at correct 
angle knock out eye-strain. Eye-level 
reading at fixed position. 


COMPACT and 
RUGGED 


Durable Plexiglas, plywood and mason- 
ite, with charts all lacquered for per- 
manency. Size only 6x6x7 inches! 


ONE-ARM DRIVING 


Operated capably with EITHER hand, 
while the other hand is making entries 
on the payroll record. 

Convenient knob at side swiftly shifts 
dial to stated wage . . . and there's 
the CORRECT tax, for recording under 
**Exemption Claimed."’ 


3-DIMENSIONAL DIAL 


Made of Plexigias! Visualizes deduc- 
tions of 0 to 10 of only ONE PAY 
amount at a time. No more human 
element... complete accuracy ensured 
at last! 


COLOR SIGNALS HELP 


immediately . . . when NO DEDUC- 

TIONS, a GREEN signal flashes in 

dial showing that amount of tax to be 
a fe 


_/ 


Re egisters 


for use with 
CONTINUOUS FORMS 


Portable aluminum registers with 
file compartments. Lock up all- 
steel registers with lock com- 
partment, may also be had with 
cash drawer. Prices on request. 











STANDARD 


Ontinuous forms 


Highest quality. Delivery 3 to 4 weeks. 
Write for complete information. 

514” Width 

814” Length 

12 Writing Lines 

Trip. Trip. 
36.75 50.75 
58.50 81.50 
80.25 112.25 
102.00 142.00 
123.75 173.75 
145.50 204.50 
167.25 235.25 
232.50 327.50 
75M 232.50 341.25 327.50 481.25 
100M 305.00 450.00 430.00 635.00 


OTHER AVAILABLE STOCK FORMS 
AUTOMOTIVE * CASH & CHARGE + CLEANERS 
& DYERS + GAS & SERVICE STATION - 
LUMBER DEALERS + COAL & OIL RECEIVING 
REPORTS + PURCHASE ORDERS + BILLS OF 
LADING (Write for prices) 


4” to 446” width 
61%,” Length 
12 Writing Lines 
Dup. 
40.50 
61.00 
81.50 
102.00 
122.50 
143.00 
163.50 
225.00 


Quan. Dup. 


5M 29.50 
10M 44.00 
15M 58.50 
20M 73.00 
25M 87.50 
30M 102.00 
35M 116.50 
50M 160.00 


: -f Jae ot 
corso(ie CA husiness Systems js 





Now TRANSFER RECORDS TO 


WAXTN\KKY 


THE ONLY FIBRE BOARD 


DRAWER FILE 


that “Builds its own steel 
shelving as you stack it.” 


@ Assures free, easy drawer action 
®@ No bulging, no sticking with these 
self-stacking TRANSFER FILES 


STAX ON STEEL files are the oniy 
drawer files engineered so the 
steel framework carries all the load 
with equal support at aff four points 
of weight and strain. 


@ Heavy gauge rust-proof channel steel side-plates and 
horizontal steel stackers carry the load, leaving 
drawers free of weight. 


@ Side plates have key-hole slots for bolting units 
together side by side. Bolts furnished. 


@ Masonite board is used in front and back of drawers, 
covered with same high grade corrugated fibre board 
used throughout. Finished in fade-proof modern 
office grey. 


@ Heavy metal drawer pull holds identification card. 
Recessed easy-to-grasp handle. Produces neat front 
office appearance. 


@ Shipped fiat. Assembles quickly and easily. 


@ Stackers on bottom form feet for sanitary base. 


SOLD ONLY ON A MONEY BACK GUARANTEE 








Phantom view shows how one unit stocks 
on top of other with factory applied 
steel side-plates and steel stackers 
making sturdy steel shelving as high 
as desired. 








No. 511 LETTER SIZE 
Inside Drawer Dimensions: 12%” x 102” 
x 24” long. 
PRICE, CARTON PRICE, 
EACH EACH 
$4.90 $4.70 
5.13 
5.40 
PACKED FLAT—6 to CARTON, Wt. 48 Ibs. 
Unit consists of four pieces, shell, drawer 
and two steel stackers. 


BANKERS BOX CO. 
720 S. DEARBORN ST. 
CHICAGO 5, ILLINOIS 
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just ahead lies the answer 
to office efficiency... 


Take the steps now that lead to any of the 
modern QUEEN plants in Chicago, Atlanta 

or Brooklyn where the nation’s most wanted 
and finest duplicating supplies are manufactured 
with care and understanding for the needs 

of today’s business firm. 





The most cordial of invitations is extended to 
you to visit any QUEEN plant. By doing so, 
you're headed in the right direction for 
streamlined office operation and, of course, 


streamlined profits. 


——— 


RIBBON & CARBON CO,., Inc. 


128 Wythe Ave., _— 11, N.Y. 


Manufacturers of: 
e@ INKED RIBBONS e@ CARBONIZED ROLLS @ MASTER UNITS (PLAIN & PRINTED) 
@ CARBON PAPERS e@ SPIRIT & GELATIN CARBONS 


FACTORIES: BROOKLYN, N. Y. © CHICAGO, ILL. © ATLANTA, GA. 
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Jenny doesn't live here 
any more! 


‘ 
\ ES, in the modern coal mine there’s 
no room for Jenny. Today, powerful elec- 
tric locomotives pull 50 times the load that 
Jenny hauled to the mine surface. 

And in today’s mine, even the tradi- 
tional pick and shovel are out-of-place! 
More than 90% of bituminous coal is now 
mechanically cut, over 70% is mechan- 
ically loaded. Result: more economical 
coal to light the way, fuel the fires, power 
the progress of America. 


But, basically, what caused Jenny to 
clisappear? What's behind American in- 
dustry’s ever-more eflicient machines that 
turn out goods at lower cost—thus making 
them available to more people? One word 
tells the story COMPETITION. 

In the coal industry 5,000 privately 
managed coal companies compete with 
one another. When one company develops 
more efhicient methods, the rest can keep 


pace only by striving to improve even 


further. No wonder that, with his modern 
machines, the American miner’s daily out- 
put is 4°to 24 times that of any miner in 
Europe or Asia—most of whom work in 
government-controlled coal industries. 


Just as competition spurs you on to trying 
harder—competition goads the individual 
company to deliver products that will out- 
sell. And competition keeps a whole in- 
dustry on its toes, cutting distribution 
costs, opening new outlets, delivering 
better products. 

Competition not government control 
—has already made America the most pro- 
ductive nation on earth, Competition— 
not regimentation 
greater plenty for all of us. 

* * * 

This report on PROGRESS-FOR-PEOPLE 
is published by this magazine in coopera- 
tion with National Business Publications, 
Inc., as a public service. 


points the way to ever 


THE COMPETITIVE SYSTEM DELIVERS THE MOST TO THE GREATEST NUMBER OF PEOPLE 


32 
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WOULD YOU BUILD A HOUSE 
WITHOUT A FOUNDATION? 





Just as every sound house must start with a good founda. 
tion, every calculation must start with the right Keyboard 
Entry. Yet MARCHANT is the only American calculator 
with check dials for verifying the Keyboard Entry. 


Only on MARCHANT, at the conclusion of a multiplication problem, are all three figures 
available... multiplicand in Keyboard Dials ... multiplier in Upper Dials... answer in 
Middle Dials. No re-run is necessary for checking. 


Only on MARCHANT’S Keyboard Dials can you check the dividend 
and divisor as they are entered in a division problem. 

And, at the conclusion of division, MARCHANT automatically 
clears Keyboard Dials and any remainder from Middle Dials, 
leaving nothing to copy but your answer in Upper Dials. 


Multiplication and division account for 95% of 
all calculator work—build all your figurework 
solidly on MARCHANT’S audit-proof dials for 
checking all entries and the answer. 


The MARCHANT MAN in your phone book 
would appreciate a call from you and 
an opportunity to demonstrate these 
features on your own work. 

Call him or mail the coupon. 


MODEL EFA 


Mail this Coupon with your business letterhead to get your FREE 
GUIDE TO MODERN FIGURING METHODS ’ 

} ILLUSTRATED BOOKLET ABOUT MARCHANT CALCULATORS [_] : 
MARCHANT CALCULATORS, INC. 


CAKLAND 8, CALIFORNIA 0-12 











OELI Saiz 


MODEL 4 


de Dim.: 














Deep 


16” 








4) QUALITY 


| LOWIN 


4 


PRICE 


MODEL 6 


Inside Dim.: 





Distributor for each state in U.S.A. 

Local dealers with good sales premises and display windows. 
Efficient, interested and reliable traveling sales 
representatives. 





Please write to: 
REGNA CASH REGISTER CO., Director Pau! Borresen, 
Room 1814, 175 Fifth Ave., New York 10, N. Y. 


= 
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REGN/ 53 

has an ultra 

modern, stream- 

lined exterior, 

ind a surveyable 

key board that 
makes it easily } 
quickly perated 
The ticket feed is ad 

justable, and tickets of 

various widths in be 

1. Mod f 


1€1S tn 


employs 


hand ind. electrical 


The manufacturer requires: 


Distributor for each state in U.S.A. Local 
dealers with good sales premises and display 
windows. Experienced sales representatives with 
reference showing that they have previously 
had good sales of office machines and equip- 
ment, 


Efficient, interested and reliable travelling sales 
representatives. 


Please write to: REGNA CASH REGISTER CO., Director Paul Borresen, 


Room 1814, 175 Fifth Ave., New York 10, N. Y. 
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MONROE 
Adding - Calculators 


=}! 





Here’s a fine chance for wide-awake dealers to 


pick up a nice profit by stocking these universally favored 


calculators. All models and capacities—entirely rebuilt by 
experts and in tip-top operating condition—are available 
in limited quantities. Rebuilt Monroe Adding-Calculators 
are in demand. Dealers who want them should write now 


for full information and prices. 


CALCULATOR EQUIPMENT CORPORATION 


Orange, New Jersey 
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as and all through 
it BOW TOAD sos can cnley the ged bosinea 


created by CRESTLINE Office Equipment. 


am™.@ 


Security SECURITY STEEL EQUIPMENT CORPORATION *« AVENEL, NEW JERSEY 
ME LAKE 


=. 


Be 
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May Your Christmas be Bright and Merry 
Sour New Sear Happy and Prosperous. 

















Acceptance by leading American organiza- 
tions of the Olivetti fully automatic Print- 
ing Calculator is a natural sequel to the 
prestige which the name Olivetti has long 
enjoyed throughout the rest of the world. 
Olivetti is represented by sales and service 
points in over 400 United States cities. 
Olivetti Corporation of America, 580 Fifth 
Avenue, New York 36. 








olivetti 
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STEEL DESK No. 756 34 F 


STURDY « SPACE-SAVING 


This well made and beautifully finished desk is particularly designed 
for use where space is at a premium. Of heavy gauge steel, it has 
4 roomy drawers, an arm rest and a private compartment (with 
adjustable shelves) under lock and key. Perfect for the Small Office 
— Receptionist — Show Room — Student — "Office at Home”. 
Size: 40" wide, 29!/" high, 18" deep. Olive green or Cole gray. 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES. 


roe) HX STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17, N. Y 


I _¥ 














World's Finest Duplicator 
LIBERATOR MODEL 200 
$164.50». cor 


FRONT PAPER STOPS 


Guarantees Hairline Registration 


AUTOMATIC ROLLER RELEASE 


Prevents Inking of Impression Roller 


OPEN CYLINDER AUTOMATIC DUAL 
BRUSH INKING 


Assures Even Distribution of Ink 


EASY TO OPERATE 


Minimum Number of Adjustments 


the ideal duplicator for system forms etc., as 
SPEED-O-PRINT CABINET $57.50 ; : 
reproductions are always in the same position on 
Ideal base for your duplicator of heavy gouge steel that every copy. Half ream feed table capacity. Ac- 
is dust and vermin proof Two 12 inch pull out leaves to . 9 1 bade 
accommodate machine and paper. Adequate storage space commodates stock from 3 x 5 to 9 x 14 inches. 
for stencils, inks and other duplicoting and office supplies Modern Design, Sturdy, Precision Construction. 
Available in Futuramic Grey or Ebony Black finishes Quickly reproduces anything that can be typed, 
drawn, traced or photographed on a stencil 
Available in Futuramic Grey or Ebony Black 
finish with trim in Chrome 


A WIDE RANGE OF DUPLICATORS 


TO MEET ALL REQUIREMENTS CLOSED CYLINDER AUTOMATIC DUAL BRUSH 
INKING at $20 Extra 





Orher SPEED-O-PRINT Dupéccatore 


LIBERATOR *Wedel 50 $295¢ 
* Yodel "L" $695° oupora lion, 
LIBERATOR WModel 100 $10950 1801 W. LARCHMONT AVE. * CHICAGO 13, ILL. £9 


Plus Excise Tox 


“POSTCARD TO 6 x 9's SIZE **POSTCARD TO LEGAL SIZE 
Waite FOR OUR DEALERS CATALOG 
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BIND ‘EM TO FIND EM! 





[\G0)-Binding 


HE answers to safe filing, easy finding, no lost or strayed letters, orders, 
plans, invoices or reports may all be summed up in the famous slogan 


“Acco-bound papers are safe papers”. 


Accobind Folders will rid your files of soft folders, scattered papers, loose 
sheets, pins and clips. They'll save time, temper, money. They’ll bring you 


security, system, efficiency. 


Accobind Folders are made of durable pressboard, usable for years. Sizes 


available to meet every need. Ask your stationer to show them to you now. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 

















ACCO FASTENER 
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Reduce Noise, Increase Efficiency with VICTOR’S Exclusive 


Sipe 


VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


Revolutionary Design 
Reduces Noise 54%* 


Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 


CUSTOM 
ADDING 
MACHINE 





costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


*Based on scientifically controlled tests. 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World’s Largest Exclusive Mokers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


_ So eeeerene ena ing 
Victor Adding Machine Co., Chicago 18, Ill, Dept. OM-1252 


Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 


Company Name 
Address 


City 


| EMRE ERE ne oi 


‘ooo ww oe oe we we ee ee ee 
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‘ith today’s faster pace, speed of operation is the constant 
»jective — but speed without proper direction and control 
in be dangerous. In every business the operation of every 
»partment from the purchase of material to the delivery of 
ie finished product must be co-ordinated — for smoothness 
id efficiency. Acme Visible Record systems afford the con- 
ol to achieve that co-ordination. 

Your Acme system representative can help you | 

ve time and money through greater efficiency —_/ 


your record keeping. 


There are six distinct types 
of Acme Visible Systems / : 
Equipment — and every one 


is a real time saver. 


‘CME VISIBLE RECORDS, INC. 
GENERAL OFFICES: Crozet, Virginia 
Representatives in Principal Cities 











Does this “THING” live 
in your office 


The admission you'd pay to see this 
in an aquarium is lost to sight 
when compared to the millions that 
are wasted to keep it in an office. 
Old-fashioned write and re-write, do- 
it-over-and-over-again paper work 
methods are burdens that give P&L 
statements saddle sores. 

But no more of that for the hun- 
dreds of companies all through in- 
dustry who have streamlined their 
paper work with Colitho “One 
Write” Systems. Work-hours and 
cost-dollars are saved in huge quan. 
tities when you use Colitho Offset 
Master Plates to convert estimating, 
purchasing, production and _ billing 
forms into “one write” systems. 

Colitho Plates are printed to your 
requirements and supplied in “snap- 
uut” manifold sets or continuous 
for tabulator, teletype, formswriter, 
or addressograph. 
oH 


&-SS Write for the Colitho Manual 
© 


’ and sample plates. 
Ne 


COLUMBIA RIBBON & CARBON MFG. CO., lone. 
1012 Herb Hill Road, Glen Cove, L.I.,. New York 


Colitho Plates are adaptable to pur- 
chasing, manufacturing, distribution, 
selling, billing and accounting forms. 


OFFSET MASTER PLATES 


Colitho plates and supplies make any 
offset duplicator a better duplicator. 


THe Orrice—December, 1952 





4 
Books 


BUSINESS SURVIVAL IN THE FACE OF ATOMIC 
ATTACK by Mervyn Molloy. Systems & Pro- 
cedures Assn, of America, New York, pp. 102 
$3. 


The report of a research project to 
aid private companies plan, organize and 
industrial 
It shows the strategie areas where 
procedures must be developed and how 
the job can be done. Over 1,100 publi 
cations were reviewed and some are listed 
in a bibliography, but the report itself 
is quite a complete outline of what to 
expect from an A-bomb attack. There has 
been much complacency at all levels, prob 


administer an defense pro 


gram, 


ably because the subject is so unpleasant, 
but since we must live with the threat 
it is foolish not to take every advisable 
precaution to save as much human life 
and business facilities as possible. Grim 
as it is, this is urgent reading for today’s 
business executive. 


PUNCHED CARD ACCOUNTING IN A LIFE IN- 


SURANCE COMPANY by J. L. Botchler. Life | 


Office Management Assn., New York, pp. 154, 

$4. 

More than 30 of the largest insurance 
companies in the U. 8S. and International 
Business Machines Corp. and Remington 
Rand, Ine., contributed their experience 
and some 110 illustrations of machines 
and forms. Mr. Batchler, who is LOMA 
president and vice president and secre- 
tary of Kansas City Life Insurance Co., 
writes that this was planned as a paper 
for the annual LOMA meeting in 1944 
but it grew into a book. 


PIPE LINE COMPANIES, Government Printing 
Office, Washington 25, D. C.; Catalog No. 
IC 1 pip. 6:952, pp. 48, 20 cents. 


Uniform system of accounting for pipe 


line companies prescribed by the ICC, | 


revised to July 1, 1952. 
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A modern adaptation of an old timer. 
Stands upright or lays flat. Has dozens 
of uses on desk or work table. Each 
file equipped with index. Strong suit- 
case latch keeps out dirt. Pull tab at 


back. Finished with marble paper, 


orange back. 


No. 890 Letter size with A-Z index, 16 division. 
No. 891 Letter size with 1-3! index, 31 division 
No. 892 Cap size with A-Z index, |6-division 


No. 893 Letter siz2 with A-Z index, 25 division 
(double-thick Jumbo style). 


No. 894 Cap size with A-Z index, 25 division 
(double thick Jumbo style). 


No. 895 Letter size with Monthly index, 12 division 


No. 896 Letter size with Monthly index, 12 division 
(double thick Jumbo style) 


LEATHERETTE BOX FILE 


No. 95 Letter size. Choice of red, 
green, or tan leatherette, decorated in 
silver. A-Z index, 16 division. 


Get at Dealers or write 
for prices and discounts 


AMBERG FILE & INDEX CO. 
Kankakee, Ill. 








POINTS FOR A PEF 


If you're trying to net a basket full of 
sales results from your bulletins and 
direct mail letters, switch to Remington 
Rand Proce! Stencils and Duplicator Inks. 


Any Procel Stencil duplicating job shows 
d@dded sparkle. Procel's sensitive plastic 
coat means uniform clarity on every copy 
..-Clarity that resembles superior 
printing. This sensitivity, plus Procel’s 
strength, makes it ideal for illustration, 
stylus and pen work. You'll get much 
longer runs, too...save “retyping time”. 


Rémington Rand Duplicator Inks yield 
the maximum number of clear, sharp 
c@pies per stencil. These inks are uni- 
formly quick drying, and the color variety 
is @xtensive. Teamed with Procel Stencils, 
thése inks will help you roll up a big 
score on every duplicating job. 


Mail the coupon today for a FREE folder 
and demonstration of PROCEL Stencils and 
Remington Rand Stencil Duplicator Inks in 
your own office. 


@eeee@eeoeecstees23feeege$esvese?eee @e 
Remington Rand, Room 2525, 315 Fourth Ave., New York 10 


Name 

Firm 

Address 
a 
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N recent months the mails have been 
treated like the weather—everybody 
talking about them but little being 
done. Some of this talk has been criti- 
cized by mailroom clerks who say their 
own offices are guilty. As one clerk put 
it, “Office people wait until the last 
minute to mail letters and parcels, then 


expect them to get there yesterday.” 
Abuse has been heaped upon the post 


office tor its “snail mail.” The public 
seems to base this great mail delay and 
confusion on the postal curtailment 
order issued by the Postmaster General 
on April 17, 1950. Basically, the cur- 
tailment: (1) halved deliveries in resi- 
dential areas from two trips to one; (2 
reduced mail collection hours; (3) 
limited distribution hours for certain 
mail classes; (4) abolished the directory 
section, and (5) limited service hours at 
windows and over platforms. Further 
complications have resulted because the 
mail volume has been greatly increased; 
there are more temporary postal clerks 
still green at their jobs; fewer trains 
now have to carry more mail; postal ex- 
penses have increased though income 
has not been increased proportionately, 
and slowed-up collections and operations 
are matched by slowed-up deliveries. 
That is the situation confronting the 
U. S. Post Office, one of the world’s 
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Improving Business 


Mail Service 


SIDNEY FELDMAN 


largest businesses with about a_half- 
million employees and a budget of more 
than 2 billion dollars. Its operations are 
heavily involved with private business 
which hires the post office to handle 
billions of dollars worth of cash, ne- 
gotiable paper, goods, messages, an- 
nouncements and other literature. 

We are not interested in criticizing of 
erucifying the post office but rather im 
learning how our offices can _ better 
utilize existing postal services and, how 
oftices have developed and are using 
more efficient methods and office machin 
ery to speedily address, weigh, seal, 
stamp, bundle and otherwise prepare 
mail before sending it to the post office, 
as well as more efficiently distribute mail 
once it has been received. 

Many large offices steadily are dis- 
proving the statement that mail is being 
“received from the mailman.” Busy of- 
fices don’t wait for the mailman, but go 
right down to the post office and pick 
up their mail. Many rent boxes to pick 
up mail directly. Fetching mail is a 
practice used extensively by Lever 
Brothers, in New York, whose opera- 
tions are discussed in another article in 
this issue. Similarly, Bell & Howell Co., 
Chicago picks up all mail matter (ex- 
cept pareel post packages) by dispatch- 
ing their own trucks which bring the 
mail to their mail department. S. D. 
Warren Co., Boston, and many other 
companies, have their mail department 
personnel make several trips to the post 
office to fetch the mail. For example, 
Bell & Howell gets the mail three times 
daily, at 7:30 am., 11:30 a.m., and 2 
p-m. Bell & Howell reports its mailroom 
averages about two-and-one-half hours 
for processing each incoming mail, 
averaging 100,000 pieces monthly. 


Onee received, mail is sorted into 
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The photographs on this page and 


the page opposite are before and 
after views of an experiment be- 
ing conducted in Richmond, Va., 
by the Post Office Department in 
cooperation with General Electric 
Co. to improve the work environ- 
ment with better lighting, lighter 
paint colors and perhaps sound 
conditioning. No information on 
the results of the program has yet 
been released, but it is reported 
that this postal station was able 
to keep ahead of its Christmas 
mail load last year, after the im- 
provements were made. 


various classifications. Bell & Howell, 
which recently introduced a work sim- 
plification program, prefers to sort and 
then immediately open by electrie mail 
opener all mail except that marked 
“personal” and some executive cor- 
respondence. As noted earlier, mail 
classification varies. At Spiegel’s, Chi- 
cago mail order house, mail is given a 
preliminary sorting to separate inquiries 
and other correspondence from orders. 
The latter easily are identified by special 
envelopes which are sent to customers in 
catalogs and with other correspondence. 

Other companies sort mail according 
to traffic, personnel, general, keyed ad- 
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vertisements, foreign, and individually 
for each division. Even before mail is 
sorted or routed, many time- 
stamp it. 

A study of the handling and distribu- 
tion of incoming mails in industrial 
plants recently was completed by the 
Industrial Marketers of Cleveland, a 
chapter of the National Industrial Ad- 
vertisers Assn. Survey results showed 
100% of the firms received their mail at 
one place. Of these 83% said a mail 
clerk first received the mail; 15% said a 
company official received it first, and 2% 
stated that the secretary to the president 
received the mail first. Of those asked, 


offices 
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A. Devaney, Inc., N. ¥ 
Metered mail flows along conveyor while 
| stamped mail is being hand-cancelled. A 
' scene in New York's General Post Office. 
27% reported all mail was opened at the 
place where it was first received; 73% 
P reported only part of the mail was 
opened at that place, and about 9 of 10 
said that company and indi- 
vidual mail was opened, while only 5 out 
Sot 10 said only department mail was 
opened. 

Although the survey was made mainly 
to determine the treatment of advertis- 
ing and promotional direct mail, the 
question of authority to discard mail can 
be important to help reduce the bulk of 
incoming mail and hasten the flow of 
more Important business correspondence. 
According to this study, 86° reported 
that the opening the mail had 
no authority to discard any mail; 14% 
said the person opening the mail had 
authority to discard mail such as adver- 
tisements, literature, printed matter and 
circulars not pertaining to business. 
Each business has to determine for itself 
who will separate its wheat from the 
chaff, thus keeping its operations from 


Pot these 


person 


getting bogged down with mail irre- 
levant to business. 

Since addressing is the first half ot 
receiving, it is important to know how 
addressed mail is handled. The Cleve- 
land study reported that the department 
head in 64% of the industries asked re- 
ceived mail addressed only to a depart- 
ment. The balance reported that certain 
members of the department, other than 
the department head, open the mail. Of 
companies reporting, 53% said mail ad- 
dressed only to a specifie job title was 
received by the person in that position, 
while the balance reported they routed 
mail to the person closely identified with 
the type of job or person closely related 
to the job title. It was further reported 
by 82% that mail addressed to the com- 
pany was routed by the person first 
opening the mail and his judgment ap- 
plied, though 18% reported that a com- 
pany executive was responsible for rout- 
ing mail carrying only the company 
name. Finally, 80% said the person 
opening the mail was intrusted to read 
enough of each piece to get the sense of 
it before routing. 

Evaluating, or re-evaluating, the 
method by which your mail is opened 
and distributed after being received can 
serve to detect and break a bottleneck 
which may be delaying your office’s 
workday. Invariably, mailroom _ per- 
sonnel have to be at their places a rea- 
sonable time before 9 a.m. to sort and 
distribute mail which should be on the 
proper desks for action when the busi- 
ness day starts at 9 a.m. 

Mail is distributed in a variety of 
ways and once delivered, the mail has 
completed a full half-turn. The second 
half, that of getting the mail collected 
and brought to the post office, actually is 
the more important. It means having 
better work done by office staffs; speed- 
ing the mail on its way and preparing 
and presenting it in proper form for 
speediest processing by the post office. 


Letter writing has been speeded up by 


the omission of “dear” and launching di- 
rectly into the letter; by having certain 
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form letters composed of a_ specially 
dictated opening sentence plus sentences 
culled from a loose-leaf book of appli- 
‘able sentences and paragraphs, and by 
completely typing a letter with every 
line—trom date down to the signature 
of the writer—flush left. 

To speed mail, the window envelope 
has proved practicable. Spiegel’s ‘uses 
window envelopes almost exclusively. 
Far from being new, this short-cut 
nevertheless saves typing envelope ad- 
dresses while preventing the mis-ad- 
dressing of letters. 

Addressing is urgently important in 
all mail because the address is the spear- 
head of all communications and ship- 
ments. Sinee Americans do a lot of 
moving from one place to another; since 
the Department of Commerce regularly 
reports many business failures; since 
businesses also move to new offices or 
into the country outside metropolitan 
centers; and since personnel change jobs 
as if playing “musical chairs’’—these 
changes mean that addresses are con- 
stantly changing. Some general maga- 
zines estimate that 1 out of every 20 


copies goes to the wrong address. 


A wise step is to assign one or more 
employees to do a systematic check-up 
of addresses, either as soon as a new 
address has been learned or at a regular 
period of time. Your envelopes can help 
correct your mail lists through printed 
“requests to the addressee” or by “in- 
structions to the postmaster” whereby 
Form 3547 is used by the post office to 
bring mailing lists up-to-date. 

Although his comments _ pertain 
largely to direct mail, they also hold true 
for general business mail when Edward 
N. Mayer Jr., president, James Gray, 
Ine., large New York mailing house, 
says that more direct mail fails because 
of faulty addresses than for any other 
reason. As publisher of the Reporter 
of Direct Mail Advertising, Henry Hoke 
has had more than 20 years experience 
working with and reporting about the 
mails and the post office. He tells of 
visiting dead letter offices where millions 
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of pieces of mail accumulate each year 
mostly because of wrong or poor ad- 
dressing. 

Since the post office has discontinued 
its directory service, the clerks who used 
to pore over huge directories and tele- 
phone books, as well as over the letters 
and parcels with magnifying glasses to 
try to puzzle out addresses, no longer 
are on the job. Incorrectly addressed 
first class mail no longer is righted by 
the post office, but returned to the 
sender if the envelope has a return 
address. Mail other than first class 
must also carry the note “Return Poste 
age Guaranteed.” If parcel post is not 
properly addressed it is held by the 
destination post office, return postage re= 
quested from the sender, while the mail 
is delayed. 

Proper envelope size is quite impor- 
tant. In its role as deliverer of 


John Sestak, senior assistant superintendent 
of mails for the Chicago area, invented this 
sorting machine shown at Washington, D. C. 
Seated operators can sort 50,000 letters an 
hour. A maze of alleys on a conveyor belt 
behind the slots carry mail to neatly stacked 
piles. The inventor stands with Washington 
Postmaster Roy North. 














the mail, the office is temporary 
custodian of floods of mail. In waves 
it sends letters pouring onto “pianos,” 
which is postal slang for equipment used 
to face mail with stamp and address 
side up and sort envelopes by size. Both 
Henry Hoke, and Frank Frazier of 
Direct Mail Advertising Assn., reeom- 
mend that standard size No. 9 or No. 10 
envelopes be used for first class mail to 
command first class handling. Although 
the post office might deny it, Mr. Hoke 
says postal clerks give preference to 
business mail because they automatically 
vo to the left of mail tables to get 9's 
and 10's. This is especially so during the 
holiday mail rush when it pays to use 
these envelopes since they get the “right 
of way.” 

Mail through con 
scientious use of postal zone numbers 
both in the return address as well as 
for the addresses of people to whom you 
are writing. Mr. Mayer estimates that 
tests showed you can “save between 12 
to 36 hours in getting your mail de- 
livered” by using zone numbers as part 


post 


also Is speeded 


Naz ; Phot 
Navy personnelman Pat Kelley Jr. used 140,- 
000 typing strokes on this letter to his wife. 


l S 
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of your addressed mail. In 
fices, zoned mail is sorted first and more 
quickly, while zone-less mail is put aside 
and sorted later. It also is recom- 
mended that Post Office Box Numbers 
and Rural Route Numbers be used where 
they apply. When in doubt or in need 
of help, either commuaicate with your 
postmaster to obtain a book of postal 
zones or let him zone your mail list free 
or for a small charge. 


post ot- 


Once letters have been written and 
addressed properly, they should be col- 
lected systematically. Most business of- 
fices collect office mail early and often, 
then deliver it directly to the post 
office. In cases of large mailings, be 
they special letters, publications or par- 
cels, the department originating such 
mail would do well to notifv the mail 
department in advance so it can plan 
accordingly to avoid disrupting its regu- 
lar mail service while also making spe- 
cial provisions to handle this added bur- 
den and consult the post office for ad- 
vice and aid wherever necessary. A large 
corporation in Wilmington, Del.,  re- 
cently cooperated with the post office in 
a special job of mailing about 150,000 
About a month in advance they 
notified the postmaster they were an- 
ticipating an unusually large mailing. In 
turn, he planned to have a staff available 
to handle the job which was a compara- 
tively large one loeally. 


he 1k Ss. 


Mail brought early to the post office 
will receive early attention, resulting in 


quicker delivery to destination. In office 
buildings from New York to California, 
there is a 5 o'clock mail rush by clerks 
and typists who bring down their little 
bundles of mail which quickly pile up 
info mountains. As a result, post of- 
fice receiving platforms have been called 
a bedlam at 5 o'clock. In addition to 
mailing early and often, a good start 
could be made by reducing some of the 
outgoing mail pile during lunch hour to 
help lessen the 5 o'clock rush. 

Once brought to the company mail- 
room, mail has to be processed. Folding, 
weighing, sealing, stamping, bundling 
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and delivering must be followed through 
to expedite it. For larger quantities of 
mail, folding machines can be utilized. 
Inserting and mailing machines auto- 
matically will gather from one to six 
pieces of mail, insert them into a mail- 
ing envelope, seal the envelope flap, 
print a non-metered permit postage in- 
dica on the envelope (if desired) and 
then stack and count the filled en- 
velopes. These machines also can be 
equipped to place the filled envelopes 
into a postage metering machine as part 
of the operation. All of this goes on at 
the rate of about 4,000 envelopes filled 
hourly. 

Postal scales do double duty by show- 
ing both weight and postage by each 
class of mail to all zones across the land 
—first, second, third, fourth class parcel 
post and air parcel post. Small seales 
serve for letters and small parcels at 
ounce rates while larger seales can be 
used for parcel post at pound rates. 

An outstanding job in international 
mail (as well as in its local post offices) 
is being done by the Canadian Post Of- 
fice Department which has a public rela- 


tions department to educate the public 
and sell its services competitively. Sug- 
gestions for a mailroom are given by the 
Canadians: 

Have ample floorspace. 


Tables of good working height, ar- 
ranged in good continuity for workflow. 

Collation case for making composite 
packages to one addressee 
routine correspondence. ) 

A seale, or seales, of capacities in 
keeping with the type of mail sent out 
by the firm. 

Mail prepayment section should be 
equipped with a meter machine or stamp 
drawers. 

A dispatch case is ideal for making 
up bundles in separations; such as small 
and large packages, air mail, registered. 
¢.o.d., special delivery. 

Bags or racks for different classes of 
mail should be next in line and near the 
point of exit. Tags or marking devices 
should be used as an outward indication 
of the class of mail bagged. 


(outgoing 
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An example of Canada's Post Office promo- 
tion program is this window display at T. 
. Eaton & Co., Vancouver. 


The equipment should be placed with 
due regard to saving steps and eliminat- 
ing confusion and interference. 

One person should be responsible for 
postage and/or machine operation. 

Among mailroom equipment which 
can be used advantageously is an auto- 
matie tying machine which uses metal 
fingers to wrap bundles of letters and 
other classes of metered mail, as well as 
pareels. It is important that all mail, 
stamped or metered, be “faced” with ad- 
dress side up to save postal clerks from 
doing this job and thus hurry your own 
mail through this first step in the post 
office. 

For sealing parcels, Scotch tape or 
moistened gummed tape and labels can 
be punched or pulled out of tape ma- 
chines. First, second or third class mail 
can be sealed and stamped by mail meter 
machines which today are being used on 
approximately 50% of business mail in 
this country. These machines also spew 
out moistened meter mail tapes which 
can be pasted directly onto parcels. 

Special Handling and Special De- 


(Continued on page 86) 











Handling Mail at Lever House 


SIDNEY SHEPHERD 


UILT into the new stainless steel and 
Lever House in New York, 

there is a fancy dumbwaiter which 
is a push-button mail conveyor system to 
distribute and collect mail. This is a 


glass 


physical means of more efficiently send- 


ine and receiving mail, inter-office 
memos, cables, telegrams, teletype mes- 
and other correspondence and 
parcels. 

Control center for this vertical trans- 
mission system is the main station on the 
second floor. Mail is sent from here in 
black plastic baskets, after being prop- 
erly sorted. When it is ready for dis- 
patching, the placed on a 
carrier and a button punched on the 
control panel. Up goes the basket to 
any specified floor. Each basket then is 
ejected at the right floor. 

On each of the 21 office floors the con- 
vevor opens into a space around which 
mailroom about 8 ft. 
In each of these mailrooms are 
two vertical doors through which mail 
baskets enter and leave. Since it takes 
eight minutes for the conveyor to make 
a complete eireuit, the contents of each 
basket can be delivered shortly after or 
within that period. 

Number one man in the mail message 
department is G. S. Gulotta who has a 
staff of 35 Of these, 14 are 
boys who sort mail and parcel post, col- 
late printed material, record and dis- 
tribute messages, operate mailopening 


sages 


basket is 


IS a 


compact 
square, 


persons. 


and postal meter machines, ete., in the 
main control room. On the floors above 
there are 11 messenger girls, each hand- 
ling two floors. These voung ladies, more 
tempermentally adjustable than boys to 
the dull rhythm of routine, collect and 
distribute mail to their respective floors. 
Every mail clerk doubles as a messenger. 
The remaining 10 persons work in the 
telegraph outside 
sengers. 


Here is how it 


room and = as mes- 


works: Suppose you 


sent a letter simply addressed to “Life- 
buoy, Lever House, N.Y.C.” Actually, it 
should have been sent to Lever Brothers 
Co., 390 Park Ave., New York 22, N. Y., 
but trained hands at Grand Central 
Annex Post Office toss the letter into 
special containers destined for Lever 
srothers, P.O. Box 1800, which entitles 
the company to pick up its own mail 
because it has a rented box number. Mail 
is transported in one of the company’s 
two station wagons which make five 
pick-ups and five deliveries of mail daily 
at loading docks behind the post office. 
Considering tangled traffic, it’s about a 
ten-minute run from Lever House at 53d 
and Park Ave. to the post office at 45th 
and Lexington Ave. But sometimes there 
are delays and time is lost by vehicles 
queuing up at the docks. 

An average haul brings 10 to 15 mail 
bags into the control room at Lever’s. 
All mail is dumped on a 6 by 9 ft. metal, 
linoleum-topped table. The boys place 
black plastic baskets into recesses in the 
table, each representing a different mail 
group. The mail is sorted by boys 
called “readers.” Five baskets, from 
left to right, are aligned to include: 
traffic, personnel, general, keyed ad- 
vertisements, foreign. Three additional 
baskets, left-to-right in a row below, 
represent: Harriet Hubbard Ayer (per- 
fumes and cosmetics, a Lever division), 
Pepsodent, Jelke Good Luck Products. 
(a food products division). 

Once sorted, three-quarters of the mail 
goes up in black baskets electronically 
directed by pushing proper floor keys on 
the control panel. Everything goes up 
except the mail sorted into general, 
foreign and personal, which account for 
the remaining one-quarter. In this 
secondary sorting, readers examine 
general mail to determine whether it 
goes into: invoice, complaints, purchase 
orders, receipts, public relations, ete. An 
economy of time and motion results 


Tue Orrice—December, 1952 








The mailroom in the new office building of Lever Brothers in New York. 


from sorting the mail by floor, not by 
individuals. Mail goes directly into the 
baskets. This avoids a preliminary sort- 
ing into pigeon holes. 

A letter addressed to the office man- 
ager, for example, would not go directly 
to him but into a basket intended for his 
floor—the 9th. As a basket for that 
floor is filled up to the grip holes, it is 
put into the conveyor. An average of 
three such baskets (about 60 Ibs. of mail, 
messages and parcels) is sent up each 
half-hour. At the 9th floor, the girl 
reaches over for the mail basket which, 
like toast out of a toaster, is auto- 
matically popped into the small mail- 
room. At her desk here, like the girls 
on floors above and below, she does a 
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mild breakdown of mail for her assigned 
two floors. While the girls are sorting 
mail, the boys in the main mailroom be- 
low are re-sorting mail in personal, 
foreign, and general categories. Per- 
sonal mail, for example, includes mail 
addressed to: (1) person, (2) position, 
(3) department. 

Mail is picked up and delivered hourly 
on a staggered schedule. Messenger- 
clerk shifts operate from 7:30 a.m. to 
3:30 p.m., 8 to 4, 9:30 to 5:30, and 
finally from 10 to 6. Peak mail loads 
come in trom 8 to 9, 2:30 and 3:30. 
Peak outgoing mail occurs from 4:30 
to 6 p.m. Most workers are at their 
posts during peak mail and message 
periods, handling incoming, outgoing 
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and inter-office mail. Out of 1,246 peo- 
ple on the payroll, mail is delivered to 
700 people, or to 700 mail stops. 
represented by twin 
desk trays, one for “incoming” the other 
Each is keved with its 
telephone extension number, 

Qutgoing mail reverses the procedure 
of incoming mail. Each girl makes the 
rounds of her delivery mail “drops” (the 
tray alongside the “ineom- 
Upon collecting mail at day’s 
5146” by 814” 
mail 
This is spirit duplicated in two colors 
and informs the occupant of the desk 
that: 

“THE LAST MAIL HAS BEEN 
COLLECTED FROM THIS BASKET. 
The last seheduled mail pick-up is at 
£:50 p.m. After the last pick-up please 
deposit mail in the 5:30 
p.m. The mail conveyor is to be 
operated by authorized personnel only.” 

In her mailroom, each girl 
places rubber bands around mail sorted 
into: outgoing; inter-ofhee; telegrams 
and cables; Lever’s special handling, 
called “specials;” division and plant 


These 
stops are beige 


for “outgoing.” 


“outgome” 
ine’), 
leaves a 


end, each girl 


white card ino outgoing baskets. 


mailroom by 


compact 


mail (to other office buildings or plants 
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The main station of 
the push-button mail 
conveyor system is 
in the mailroom on 
the second floor 
of Lever Brothers’ 
new office building. 


and divisions in the Lever Bros. family). 
This mail descends in the black baskets 
to the mail control room. There the out- 
going mail is broken down into: first 
fourth class, insured and regis- 
tered, foreign, and air mail. 

Separate handling is given to special 
delivery mail and parcel post, as well as 
to second and third class mail. Pareels 
must be accompanied by a_ three-part 
requisition. The original goes to the 
mailroom; the duplicate is returned to 
the sender after final information (such 
as. weight, zone, ete.) has been 
filled-in, and the triplicate is retained by 
the sender for cross-reference, and 
follow-up, if necessary. Mail is folded. 
Letters and/or cheeks are inserted in en- 
velopes (and weighed, if necessary) then 
sealed, stamped and bundled to be carted 
off to the post office by company station 
wagon. 

Modern office machines underwrite the 
folding, weighing sealing, stamping and 
opening of mail. These operations are 
carried on over four long work tables in 
the air-conditioned, fluorescent lighted 
central mailroom which measures 33 ft. 
wide by 70 ft. long. Once received in 
the mailroom, letters and other paper 


class, 


cost, 
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inserts are folded by a Davidson Fold- 
ing Machine at the rate of 5,000 to 18,- 
000 pieces hourly depending upon sheet 
size. After being folded, outgoing mail 
is sealed and stamped simultaneously by 
one of two Pitney-Bowes mailing ma- 
chines which either stamp mail directly 
or provide franked adhesive tapes. Both 
machines are operated automatically at 
high speed, one being the RD and the 
other the RS which is used for volume 
mailing. 

Incoming mail, received during the 
day, is put through these same mailing 
machines which are modified. In place of 
the stamp meter unit, a PB printer and 
counter is attached to print the day and 
hour the mail is received and then count 
mail at about 200 pieces a minute. En- 
velopes, properly stacked, are fed auto- 
matically into Pitney Bowes Model LA 
fast electric opener which slits open 
about 500 envelopes a minute. An IBM 
time stamp also is used to reeord and 
control the time telegrams, cables, spe- 
cial handling mail and other message 
forms are received or dispatched. 

Letter mail and small pareels are 


weighed on a 3-lb. seale with a large, 


easily visible dial which enables a clerk 
immediately to see weight and cost of 
mail—by zone, by Ist, 2nd or 3d_ class, 
parcel post or air parcel post. Large 
packages are weighed on a 70-lb. parcel 
post scale which automatically lights up 
when an object is placed on it. Book 
and parcel post rates by weight, zone 
and cost are shown on one side of the 
scale. The other side of the same 
machine shows air parcel post rates for 
the same package. Whenever new mail 
rates, by zone and/or weight, are put 
into effeet by the Post Office, a new 
rate-and-weight drum can be installed to 
bring the machine up-to-date. Both 
scales are products of the Commercial 
Controls Corp. Two gummed tape mae 
chines provide tapes varying from 24” 
to 4” wide which shoot out tongues of 
freshly moistened tape from 4” to 36% 
long. <A third tape machine supplies 
stickers reading, ‘Merchandise 4th 
Class Matter.” 

Although Lever Brothers’ activities im 
the U. S. are centered in New York, 
the organization has division — offices 
stretching from Cambridge, Mass, 
through Chicago, across to San Fran- 


— 





Incoming mail is 
carried upstairs to 
the correct floor on 
the ascending car- 
rier the entrance to 
which is shown at 
left in photo. 
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A typical office floor at Lever Brothers showing the letter trays for incoming ahd outgoing 
mail. 


cisco. Upon oceasion mail destined for 
employees at these out-of-town plants 
and offices is addressed to them care of 
the New York office which re-routes such 
correspondence. A quick, readily avail- 
able directory to locate the names and 
addresses of these employees is housed 
in a rotary index card file. On white 
cards are listed names and addresses of 
persons who appear in the company di- 
rectory, which is based on telephone ex- 
tension numbers. Employees who are 
at out-of-town plants, factories or di- 
visions, as well as those in Lever House 
but who do not have telephones but can 
be reached at a nearby telephone, are 
listed on buff cards. 

Once the mail, messages and parcels 
have been delivered the paperwork as- 
sociated with them may have no further 
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Messenger receiving a basket of mail for 
distribution to personnel on her floor. 











to punch 
letters, 
printed This 
a die which stamps 


use. A perforator is used 
three lines of holes to 
cheeks or other 
pertorator also has 
"PAD. 

Despite these systematic operations 
and physical equipment involved in 
Lever’s operations, there are exceptions 
to the rules. Anything with their Spe- 
celal Handling red called 
clals,” as well as cables, telegrams and 


cancel 
matter. 


labels, “spe 


teletype messages are sent up on clip- 


hoards for special handling and speedier 
attention. An inter-office memorandum 
demands more immediate attention than 
a first class letter received from the out 
Usually these special torms 
15 minutes, 


side world. 
are delivered in about 

On the day the staff left its makeshift 
temporary headquarters at 80) Varick 
St. in the old part of lower New York 
and into its present 
shiny steel and glass offices, one execeu- 
tive their special handling 
sticker onto a memo and sent it out as an 
8.0.8. for a typewriter stand. In about 


moved midtown 


slapped 
& quarter of an hour up came a main- 


tenance to deliver the stand, the 
executive said. 


Forethought anticipated and avoided 
delaying motions. As mailroom chief, Mr. 
Gulotta drew up plans for guidance oi 
Raymond Loewy who de- 
signed the office interiors. They planned 
it so that the cable, telegram and tele- 
type message room is next door to the 
mail control center—united by a 


Associates 


con- 


Rigegs 


Scenes in Lever 
Brothers’ mailroom. 
Above, folding mail 
on a Davidson fold- 
ing machine. Below, 
sealing and meter- 
ing mail on a Pit- 
ney-Bowes_ postage 
meter machine. 
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The year ahead looks good 
to Burroughs Dealers 


During the coming year, Burroughs will 
continue its aggressive advertising and 
merchandising program. The millions of 
people who are reached by its messages 
will know that the local Burroughs dealer 
can supply them with speedy, efficient 
Burroughs adding machines and cash 
registering machines—the basic tools of 
If you are not a Burroughs dealer, why every business—known the world over 
not find out how you, too, can profit by for dependability. 
becoming one? The Burroughs factory ’ r a esi tes _ mal 
branch office nearest you can give you all We wish you edged secu for 1953" 
tacts W 4 —_ B ths Adding Machine Company 
the facts, Write or call today. urrougnh ming mag pany, 
Detroit 32, Michigan. 


WHEREVER THERE'S BUSINESS muees Burroughs 
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venient slit in the wall through which 
paper messages are slipped quietly and 
quickly speeded on their way to final 
delivery. They arranged desks, tables 
and other furniture to be conveniently 
low for easier working position. 

When the galvanized metal recesses in 
the sorting tables are not holding black 
baskets, these spaces can be covered over 
with special close-fitting lids to make the 
table top whole again and its entire 
flat surface can be used for other mail- 
room needs. This eliminates extra furni- 
ture, allowing more work room. Should 
the metal carrier broken off 
while they embrace the black baskets on 
their upward or downward journeys in 
the conveyors, a new car unit can be in- 
stalled within five minutes. The con- 
veyor system was built by Virginia 
Metal Products Corp. 

They'll tell you when it comes to re- 
sults they about $150 weekly in 
mail distribution costs, while also saving 
one-third the time required to deliver 
mail by hand. Moreover, they estimate 
the conveyor has eliminated the need for 
hiring ten additional messengers. They 
figure this because Lever’s still have 34 
mail-messenger clerks in their new 21- 
story skyscraper. These clerks served 
in the six-story original building back at 
Cambridge, Mass., and in the ten-story 
i building on Varick St. Sinee 


arms be 


save 


interim 
Lever demands fullest utilization of its 
own building, which has made a show- 


ey 
> 


case and a tree-growing garden out of 
their main floor, they have also elimi- 
nated elevator crowding by messengers. 

Actually, the mail clerk-messenger’s 
Cambridge work week has been trimmed 
from 371% to 35 hours in New York— 
with management paying for the lunch 
hours. Each mail girl eats lunch at the 
same time workers on her two assigned 
floors have their lunch, thus taking time 
out when there is a minimum of activity. 
Lever Brothers believe this entire sys- 
tem, in line with the 7-hour day, obviates 
the need for relief workers and time-out. 
A high school education is the required’ 
minimum for mail clerk-messengers who 
are trained on-the-job. 

To facilitate operations, auxiliary 
correspondence and communications are 
centered and coordinated in the mail- 
room. As noted, mail is distributed to 
mail drops identified with the same num- 
ber as telephone extensions. In_ the 
course of pick-ups and deliveries, mes- 
sengers also distribute and collect 3” by 
5” white company telephone directory 
forms on which house telephone di- 
rectories are based. 

The mailroom control center also is 
responsible for all mail permit numbers, 
box numbers, postal forms, permits and 
general correspondence with the U.S. 
Post Office. In addition, a girl is 
especially assigned to manage news- 
paper and periodical subscriptions and 
various association memberships. 


The mailroom of 
Equitable Life As- 
surance Society of 
the U. S. in New 
York. Marie Brown, 
in foreground, uses 
a Hotchkiss No. 5 
standard desk 


stapler. 
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Any office 


can havea 
Postage Meter 


Hand and electric 
models for every 
business, large or 
small...This electric 
RS stamps and seals 
automatically. 


@ In fact, anybody who mails 
letters, no matter how few or how 
seldom, can use the DM. It’s a 
desk model postage meter, little 
larger than your telephone. 
@ But it prints postage like any big 
meter... the right stamp for any 
kind of mail, right on the envelope, 
With a dated postmark, and your 
own small advertisement if you 
like... Even handles parcel post. 
And has a moistener for sealing 
envelope flaps. 
@ Can be set for as much postage 
as you want to buy... protects 
postage from loss, damage, theft... 
accounts for postage automatically. 
It’s a great convenience. Anybody 
can learn to use it in a few minutes, 
@ Ask the nearest PB office to show 
you the postage meter you need... 
or send the coupon. 


PITNEY-BOWES 
Postage 
Meter 


Offices in 93 cities in the 
U.S. and Canada 


. STAC b4 


: =EQV > 
Ke ONS a4 


[rour| [> att “Meo 


PITNEY-BOWES, INC. 


3415A Pacific St., Stamford, Conn. 


Please send free booklet on the DM. 
Name 

Firm nae a 
0 ee 
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INSPECTION SERVICES - DEPARTMENT OF NATIONAL x 
DEFENCE OF CANADA (ARMY AND NAVY) oe sae 
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This procedure covers the internal handling of the requirements 
of the Inspection Services Section of the Department of National Defence 
with respect to the reception of their representatives and the preparation 
of Release Notes covering material furnished by this plant on sub-orders 
for the armed services. Inspection services for R.C.A.F. purchases will 
be handled as given in Article SALES-12. 


GENERAL 


The Inspection Services Section of the Department of National 
Defence requires that all material furnished in compliance with a govern~ 
ment sub-order be inspected at destination or at supplier's plant as 
specified by them. This inspection is required before payment can be 
made. The basis for approval is the visual inspection of the material 
and the preparation of Release Notes as indicated below. 





RELEASE NOTES 


Traffic Department 





The Release Note, on a form furnished by the Department of 
National Defence, is to be used as the formal certificate of quality. 
(On prime contracts, Advice and Inspection Notes are used in lieu of 
Release Notes.) In our operations, responsibility for preparation of 
these forms is vested in the Traffic Department, using the following guide 
h has been furnished us by Ottawas 


(1) Release Notes are to be typewritten by us as the sub-contractor. 


(2) A serial number for each form is to be inserted by the sub- 
contractor. These serial numbers are to be consecutive and to 
start with No. 1 for each sub-order. The sub-contractor is 
to insert the sub-order number and, where known, the acceptance 
of tender serial number. Each Release Note must relate to one 
sub-order only but may cover more than one item being manufact~ 
ired at our plant. An accurate record of serial numbers shall 
be maintained in Traffic. 


Separate Release Notes are to be prepared for each individual 
shipment on the same sub-order. 


The sub-contractor must ensure that the following information 
appears on each Release Notes 


(a) Our name and address in the section headed 
“released from". 





Form NOR-633 article SALES-11 
Sample page from the policy and procedure manual of the author's company. 
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The Policy and Procedure Manual 
For the Smaller Office 


GEORGE J. SMITH 
Production & Standards Supervisor, Noranda Copper & Brass Ltd., 
Montreal East, Que., Canada. 


MEV UROUGH frequently published ar- 
ticles on the evolvement of policies 
and procedures manuals for corpo- 

rate enterprises, we have observed the 

development of detailed manuals of or- 
ganization, declaration of policy and 
philosophy of management, and pro- 
cedure guides for the complex web of 
the far-flung industrial empires of 
modern North America. Common refer- 
ence has been made to the publication of 

75 or 100 manuals of poliey and pro- 

cedure for a single organization. To the 

perspicacious executive in large business 
we thereby owe a debt of fealty for pro- 
viding the road map to progress. For 


the small plant, however, we find our 
limited staffs and resources well behind 
the procedures department, the fune- 


tionaries of the controller, and the office 
methods specialists from whose pens 
pour the prolifie evidence of dollars as 
well as organization competence. To 
absorb the idea without the elegant flair, 
smaller business is often confused and 
left behind in abysmal darkness. The 
purpose of this article is to express the 
experience of a smaller organization in 
the territory of the policies and pro- 
cedures manual. 

We must distinguish between policies 
and procedures in developing the con- 
cept of the manual. Briefly, we can look 
upon company policy as a reflection of 
the views of management regarding its 
methods,, tendencies and, sometimes, 
whims in the conduct of the business 
and in its relationships with employees. 
Procedures, in reasonable sequence, fol- 
low a declaration of policies and 
emerge as a logical method of making 
policies effective. The antiquated ide: 
of conducting the business establishment 
by casual guidance has been replaced, by 
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gradual and growing necessity, by deter- 
mining and outlining as far as possible 
in advance those factors which are con- 
cerned with the process of production, 
administration or industrial relations 
which are needed for economically sue- 
cessful survival. Such a change in basie 
trend is the result of applying seientifie 
methods to the conduct of business ad- 
ministration. In a sense, an important 
medium of control itself will be estab- 
lished with the development of standard 
policies, procedures, methods and out- 
lines of responsibility in advance of 
actual necessity. 

In the small plant, say one with less 
than 1,000 employees, facilities are not 
usually available for the assignment of 
responsibility for developing and pub- 
lishing standard practices as an inde- 
pendent function. Very often there 
will be no controller, but there may be a 
group of up to a dozen department 
heads respons’ble for the conduct of 
most of the business. Assignment of 
this duty is often made to the office 
manager, tor the development of a 
manual is primarily an office function. 
Where there is no coordination of oilice 
facilities under an office manager, as is 
common in a large number of smaller 
businesses, the assignment should be 
made by the resident head of the estab- 
lishment to an individual whose duties 
embrace the widest knowledge of com- 
pany functions. This assignment should 
be announced by a leading company 
executive in appropriate fashion. As- 
signment of responsibility to one in- 
dividual for the issuance and mainte- 
nance of a manual does not, of course, 
indicate that he must create written pro- 
cedures and outlines of policy where 
none before existed. It simply anoints 


67 











the eoordinator, editor and publisher and 
vests in him the rigors of authority. 
From the files of responsible supervisors 
will emerge formal substitutes 
of carefully written procedures in the 
form of orders, letters, memoranda and 
other types of instruction, and with the 
cooperation of all department heads the 
material for the manual will ap- 
pear. The coordinator must exert con- 
certed effort in the performance of this 
somewhat unappreciated and, perhaps, 
misunderstood task. How best to ac- 
cumulate the required data will vary 
with the organizational structure. 

I teel that a committee is often 
effective in execution of a plan in a 
small plant than the singular action of 
an individual. If the person chosen to 
publish the manual is qualified to view 
the company as a whole without par- 
ticular prejudice toward any funetion, 
he will be better suited to select ma- 
terial for inclusion in the manual than 
several individuals on a committee. 

Manual material must be presented 
in a torm to provide ease of reference 
and ease of revision. 
Is essential if 


the less 


basic 


less 


Kase of reference 
the manual is to be used 
frequently and considered a reliable and 
responsible “bible.” It must previde 
ease of revision, tor the subject matter 
must constantly be kept current or there 
will be a loss of confidence in the reter- 
ence volume, and it will lie unused and 
discredited. A binder is the 
best solution. It should contain at least 
preferably many more, to 
obviate the necessity ol reintoremg holes 
punched in the pages. The binder cover 
should be sturmiy (preferably not. flexi- 
ble) and as attractive as possible. If 


loose-leat 


seven rings, 


economically feasible, the company name 
and manual name should be stamped on 
the cover, as well as the trade mark if 
possible. Choose a color to suit the eom- 


pany (black is not a 
afford ease of 
reference 

Material classified in such 
a manner as to keep general subject con- 
tent within the same heading. Arrange- 
ment of divisions in the manual for a 


and to 
recognition among other 
volumes, 

should be 


color!) 
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small plant are nominally by department 
and could be arranged in this order: 


ACC —Accounting, Cost and Payroll 
ADM —Administration 

ENG —Engineering and Laboratory 
PERS —Personnel functions 

PROD —Production functions 

PUR —Purchasing, Receiving and Stores 
SALES—Sales functions, including Traffic 
INDEX—Alphabetically by subject 


These reference designators are used as 
prefixes in assigning article numbers. 
A reference number is given each article 
in each division, with 1, 
and prefixed in accordance with the 
legend (i.e., ACC-1, PERS-36, ete.) Fol- 
lowing these divisions, a section could be 
provided for Special Notices which are 
of value for a limited time. Such notices 
may be removed after they have out- 
lived their usefulness if desired. (It is 
well for all com- 
pany as a whole to be issued for the sig- 
nature of the plant manager in a 
standardized form.) Celluloid — tabs 
should be provided to precede each di- 
vision of the manual, arranged alpha- 
betically as above. 

The page format should be standar- 
dized and the outline printed as a simple 
form to make it more attractive and 
readable. It should not be necessary to 
show the names, initials or signatures of 
executives who developed and approved 
the policy or procedure. Central con- 
trol in the matter of issuance will pre- 
vent abuse of authority. (See page 66.) 

From an actual situation in a small 
plant selected subjects in the above di- 
visions of the manual are given for in- 
formation : 


commencing 


Not ices coneerhning a 


ACC 


Chart of Accounts 

Location of Time Clocks 

Time Reporting of Direct & Indirect Hourly 
Labor 

Inter-Departmental Mail Service 

Procurement of Office Supplies 

Recording & Pricing of Stores Items 

Etc. 


ADM 
Department Names & Numbers 
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DICTABELT...exclusive with Dictaphone’s 
dictating miracle.the TIME-MASTER ! 


“Clear as F-M Radio,” say executives and 
secretaries who have heard the reproduc- 
tion of the pure, new Dictabelt. 

Gone is the day of that costly secre- 
tarial complaint, *‘What did he SAY?” 


Every word you think out loud, or low, 


is captured with such true-voice clarity 
that transcription—the real pay-off in dic- 
tation—is simpler, faster, letter-perfect. 

Clearly, the new Dictabelt opens up a 
new era in electronic recording on plastic. 

Thanks to Tennessee-Eastman and 
Dictaphone, the new Dictabelt is the purest 





DICTAPHONE ' 


THE GREATEST NAME IN DICTATION 





IT’S AND 
SAID 








~ 
— 
! 


Se 


{ 





DONE! Gr 
“aw, 
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plastic dictation record vet developed. 


Yet, it’s so inexpensive that you use it 


only once. 


With this exclusive, SUPERIOR medium, 
you always have a fresh, pure recording 


surface. 


Normally, Dictabelt is transcribed and 
thrown away, but this unbreakable voice 
record is easily mailed or filed. 


Remember: Dictabelt’s many exclusive 
advantages are available only with the 
Dictaphone TIME-MASTER, the dictating 
machine that’s making business history. 


—— eae aa ae ee ee 
DictaPHONE Corporation, Dept. 1-122 

420 Lexington Ave., N. Y. 17, N. Y. 

I would like: 

OA free Dictabelt and folder. 

0) A free TIME-MASTER demonstration. 


Name are — 
c 











P 7 —— 





City & Zone State 





| 

| 

| 

Address | 
_ 
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Directors & Executive Officers 
Endorsement of Services or Materials 
Approval of Forms 

Telephone & Teletype Service 
Organization Charts 

Etc. 


ENG 


Capital Expenditures 

Requests for Appropriations 
Experimental Orders 

Idle Equipment Reports 
Preventative Maintenance Program 
Maintenance Plant Orders 

Etc. 


PROD 


Reporting of Finished Goods 

Premium (Bonus) Plan 

Special Production Allowances 

Certified Testing of Finished Goods 

Transfer of Material Between Depts. 
Determination of Production Statistical Data 
Etc. 


PERS 
Benefit Collections 
Cafeteria 
Call-in Time 
Outside Inquiries Re Employees 
Medical Policy 
Blood Bank 
Leave of Absence 
Holidays 
Safety 
Sunday Work 
Payment of Tuition & Study Courses 
Working Hours 
Etc 


PUR 


Purchases for Individuals 

Individuals Authorized to Sign Requisitions 
Purchase & Receipt of Raw Material 
Receiving Reports 

Inbound Freight 

Requisitions for Purchase 

Etc. 


SALES 


Accommodation Purchases for Customers 
Complaints from Customers 

Change Orders 

Production Limitations 

Shipping Procedure 

Sales Territories 

Etc. 


Initially, the 


task of selecting ma- 
terial will be most difficult 
it will be hard to locate it. 


because 
However, 


it is surprising how the desire to for- 
malize procedures becomes routine after 
the decision is made to publish a manual. 
New policies and procedures automati- 
cally find their way into the manual. 

Local printing or duplicating facili- 
ties will probably dictate the method to 
be used. Hectograph, offset, mimeo- 
graph, ete., are all suitable. The type 
of equipment available will usually be 
closely allied with the size of the or- 
ganization; whatever is suitable for 
other duplicating needs will be suf- 
ficient for that company’s manual. 

In the small plant it may be possible 
to limit distribution of the manual to 
two levels. This will simplify the issu- 
ance of new or revised material. These 
levels might be: I. department heads and 
higher executives; I]. supervisory and/or 
technical personnel. The circulation of 
each article should be noted thereon in 
order to indicate the scope of its distri- 
bution. The names contained on the 
lists for these levels (referred to as Dis- 
tribution Code I and IIL) should be regu- 
lated by the plant manager and should 
be modified from time to time as changes 
in the organization occur. 

Following the cover sheets, which in- 
clude an inscription page with the num- 
ber of the copy, distribution code and 
name of the individual in whose custody 
ihe manual is placed, there is a state- 
ment of the purpose of the manual, dis- 
tribution levels, approvals required on 
material to be included and _ responsi- 
bility for actual preparation. In this 
foreword a paragraph has also been in- 
cluded regarding the importance of 
manuals as factors in the internal ad- 
ministration of the plant. This fore- 
word should be signed by the president 
or plant manager to grant authority to 
the contents. 

The manual is the property of the 
company but is in the custody of the in- 
dividual. Although the content will not 
normally be of a confidential nature 
when distributed to Code IT, it should 
be emphasized that the manual is at least 
restricted and should be handled ac- 
cordingly. 
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Trying to row with one oar is like 
trying to operate inside and outside 
telephone traffic with a single 
system. It requires two—your 
regular city ‘phones for in- 

coming and outgoing calls, and 
SELECT-O-PHONE for all inside 
communications! SELECT-O-PHONE 
operates independently of your 
switchboard, requires no operator! 
And it permits you to talk with 

from one to 55 inside stations, 
individually or collectively! 


KELLOGG227 Seleet O-Phone 


THE Inslo€é VOICE OF BUSINESS 


An Associate of International ee and Telegraph Corporation 





’ 

| SELECT-O-PHONE DIVISION, Dept. 10-L 
KELLOGG SWITCHBOARD AND SUPPLY COMPANY 
79 W. Monroe St., Chicago 3, Ill. 


Please rush your new 

“Hear’s How'' Book- NAME_ 
let that explains how 
| can benefit from 
SELECT-O-PHONE 
Dial Intercommunica- 


COMPANY 
OP aiieitiasiiinniscatishapiulieatcccalatucaitiainien 


_ZONE STATE 
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Over 800 
Attend Fifth 
Annual Systems 
Conference 


LL convention records in its young 

history were again broken at the 

5th Annual International Systems 
Meeting, held at the Roosevelt Hotel, 
New York, October 20-22. As the main 
yearly event of the Systems & Pro- 
cedures Assn. of America, this annual 
conference was attended by representa- 
tives of every chapter. Total registration 
numbered 823. 

The program was well-balanced, fea- 
turing technically qualified speakers 
with particular emphasis on work sim- 
plification, filing, accounting-payroll and 
personnel. The sessions varied between 
heavily attended lectures and small 
round table discussions. One of the 
high points was a panel meeting of 
several top executives of large com- 
panies which attracted the interest of 
almost the entire registration for an 
entire afternoon. Adequate illustrations 
and a well designed program booklet 
added value to the meetings. 

An added feature this year was the 
invitation for registrants to attend the 
exhibition of modern office equipment at 
the National Business Show, only two 
short blocks from the hotel. 

That not only the annual meeting, but 
also its regular monthly activities have 
been meeting with success is evidenced 
by the 50% growth in number of as- 
sociation chapters within the last year. 
Additional chapters are expected to be 
formed during the coming year. The 
existing limit of 60 members per chapter 
will be continued, as this figure appears 
to be the optimum size for successful 
chapter activities. 

Introduced at the meeting was a two- 
year research project entitled Business 
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=SPEED 
261 Mail Hand Vj | 


with COMMERCIAL CONTROLS 


SORTING 
RACKS 


and 


MAILROOM 
TABLES 


@ Racks built of all metal with adjust- © Shelves are adjustable on one-inch 
able shelves furnished with or without centers. 


label holders. ®@ Mailroom table takes two sorting 
® Sloping rack top keeps all material racks with plenty of working room— 
in plain view. at correct working height. 


COMMERCIL Write for complete information 


CONIROS COMMERCIAL CONTROLS CORPORATION 


> 


goegro* Dept. 0-122 + I Leighton Ave. * Rochester 2, N.Y. 


Sales offices in principal cities @ Look in classified telephone directory under Mailroom Equipment 
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A NEW, COMPLETE LINE 
of Fine Impression Papers 


7s 





QUALITY Papers to fit 


every business need 


In Wausau’s new IMPRESSION PAPER line there’s 
a “right kind” of paper for your special needs... 
whether you use stencil, lithograph or spirit process, 
Wausau Bond, Wausau Mimeo and Wausau Dupli- 
cator are watermarked —— each especially prepared 
for clean, sharp, easy-to-read impressions, Exact 
Artisans of Bond, Exact Mimeo and Exact Duplicator are 
Fine Papers full-bodied economy papers, unwatermarked, made 
rigid for high speed operation. 
The complete line is available nationally through 
authorized distributors and stationers, 


WAUSAU PAPER MILLS CO. 


Executive Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 
Mills at BROKAW, WISCONSIN 
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Survival in the Face of Atomic Attack 
(reviewed on page 47 of this issue.) Al- 
though this makes grim reading, there is 
little doubt that it provides the most 
comprehensive study of this problem 
with which companies must live today. 


ANY of the more than one hun- 
dred thousand persons who went 
through this year’s National Busi- 
ness Show stated that it was the most 
interesting show they had seen, certainly 
the best since World War Il. There 
were 212 exhibitors and many new office 
equipment products were shown to the 
public for the first time. Some of the 
things demonstrated are still not in pro- 
duction. This year saw a larger number 
of smaller exhibitors many of whom are 
lesser known but whose exhibits never- 
theless proved interesting to visitors. 
The sltow was opened on October 20 
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Partial view of the first ese at the 


Copies are available at $3. 

The 1953 annual meeting will take 
place in Chicago. Further information 
can be had by writing the secretary, 
John R. Crowley, Arthur Young & 
Co., 1 N. La Salle St., Chicago. 


1952 
National Business Show. 


Of Exhibitors 
At National 
Business Show 


when Gen. Douglas MacArthur, chair 
man of the board of directors tor Rem- 
ington Rand Ine., cut the tape and 
spoke briefly. His 67-word speech was 
recorded, transcribed and duplicated by 
exhibitors’ equipment in six minutes. 
The number of exhibits by foreign 
manufacturers of office equipment whose 
products are generally finished in a 
variety of different colors, points to a 
trend which may remove the stigma ot 
monochrome from our offices. Since fe- 
male office help is getting so hard to find 
today, especially for repetitious opera- 
tions, adding color to equipment might 








help to relieve the monotony of a drab 
vray office. Some American manutac- 
turers are already styling office equip- 
ment in pastel shades. 

The National Business Show remains 


At the opening of 
the 1952 National 
Business Show, I. to 
r.: Sheldon Katz, 16- 
year-old _ president 
of Superior Plastics 
Co., a Junior 
Achievement enter- 
prise; George Oliv- 
er, Thomas Mechan- 
ical Collator Corp., 
vice president, 
OEANY; David €E. 
Griesemer, Babcock 
& Wilcox Co.; Elm- 
er Helm, Shell Oil 
Co., Gen. Douglas 
MacArthur, Reming- 
ton Rand, Inc., and 
Rudolf Lang, man- 
aging director. 


New York’s biggest annual exhibit for 
office executives. It is conducted by the 
Office Executives Assn. of New York 
which is New York’s Chapter of Na- 
tional Office Management Assn. 





Personnel Executives 


(the 
sons employed in personnel work per 100 


Personnel ratios number of per 


employees) have dropped for the second 
successive according to a 
Dale Yoder Lenore P. 
the University of Minne 
Ratios 


vear, survey 


conducted by and 
N. Wilson of 
sota’s industrial relations center. 
are reported down to 0.61 for 1952, from 
0.81 in 1948 and a high of 0.87 in 1950. 
The survey, reported in the last July- 
August issue of ‘‘Personnel,’’ published 
by American Management Assn., shows a 
salaries of indus 
The overall 
was $9,685, 


continued 
trial 
average salary for Jan, 1952, 


increase in 
relations executives. 
not including bonuses or insurance bene- 
fits, representing a gain of 13% over the 
preceding vear’s average of $S,581. For 
the five-year 1948-52, 


period, average 


salaries increased 25%. Conelusions were 
drawn from tabulated returns represent- 
ing 784 personnel executives in 35 states 


and Canadian provinces. The firms on 


which reports are based have a total of 
more than 3 million employees. 

Smaller companies have consistently 
maintained higher ratios than larger or- 
ganizations, the latter group showing 
the sharpest reduction since 1950. Bank- 
ing and finance is the most extensively 
staffed industry group, with transpor- 
tation (the highest salaried industry) 
maintaining the lowest personnel ratio. 
A greatly reduced ratio in manufactur- 
ing and a sharp rise in the proportion 
for trade, were noted. Salaries ranged 
from $3,000 to $75,000, averaging from 
$6,410 for the smallest plants, to $13,844 
for those employing 3,000 or more. The 
designation vice president in charge of 
industrial relations or personnel has an 
additional money value of approximately 
$10,000 as compared with the next salary 
Second best paid are in- 
dustrial relations directors who averaged 
$12,238. Least lucrative are the person- 
nel managers—$7,993. The average of 
women was $6,929 or 
less than the average for men. 


classification. 


all salaries for 
$1,756 
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1 Makes office reports more 
accurate 


2 Speeds them to your desk 


3 Shows how to save 200% - 300% on record forms 


It’s National Blank Book’s NEW Records Catalog 


You, your accountants and depart- 
ment heads will all agree that the 


dollar spent for this new Records 
catalog is the best investment in of- 
fice efficiency ever made! Apart from 
more accurate and time-saving re- 
ports, you’ll cut record-keeping costs 
to the bone by using National’s in- 
expensive stock forms as against 


Every 


high cost special forms. What’s 
more, you'll save on inventory — 
your NATIONAL Stationer has 
them available instantly. Printed in 
4 colors, this 100 page catalog con- 
tains over 2,000 items. Get your 
copy from your NATIONAL Sta- 
tioner . . . or clip a dollar bill to 
coupon and mail — today! 





Department 
Can Use It! 
Accounting 
Advertising & 
"aaa Please send me NEW RECORDS CATALOG. Dollar is enclosed. 

Factory 
Order Dep’t 
Purchasing 
Receiving & 
Shipping 
Sales 
Warehouse 


National Blank Book Company 


527 Water St., Holyoke, Mass. 








Psychological Warfare Trailer 


HIGH-SPEED, mobile printing 

unit, capable of turning out 40,000 

leaflets an hour in any one of a 
dozen foreign languages, is the latest 
development in psychological warfare as 
a combat weapon, Secretary of the 
Army Frank Pace Jr. announced. The 
unit, the first of five now being built, 
will undergo final tests at Fort Bragg, 
N. C., following which it will be shipped 
either to Korea for actual combat use 
or to Europe for use in training and 
maneuvers. 

Complete in every detail, each unit 
consists of two 10-ton trailers, each 26 
ft. long, with automatic thermostatic 
control for heat, humidity and air con- 
ditioning so that it may be operated at 
peak efficiency in temperatures ranging 
from 40° below zero to 120° F. The 
trailers are being built by the Gersten- 
slager Co. One is an editorial trailer 


with facilities for a staff consisting of 
a propaganda officer, three seript writ- 
ers, two artists and two Vari-Typer op- 


erators. 


Type faces for the Vari-Typer com- 
posing machines tor body copy and the 
Headliner for display and headline copy 
have been specially designed and devel- 
oped by Ralph C. Coxhead Corp. to 
compose type in Korean and a number 
of other languages. These machines have 
instantly changeable type permitting 
not only changes in type faces and 
sizes but from one language to another. 
A coding system will enable soldiers who 
neither speak nor read a foreign lan- 
guage, to write copy in the language 
quickly and accurately. 

Each leaflet to be disseminated is 
pasted up by an artist in the editorial 
trailer, then sent to a similarly built 
trailer, containing photographie and 
plate-making equipment, together with 
a specially built, high-speed lithograph 
designed for the purpose’ by 
American Type Founders. Using rolls 
of paper 16” wide, this press prints on 
one side, then as the paper roll is 
turned, prints on the other side, after 
which the web is fed into perforating 


press, 


Interior of editorial 
trailer in the mobile 
printing unit devel- 
oped in the Office 
of the Quartermas- 
ter General for the 
Psychological War- 
fare department of 
the Army. Two sol- 
diers are shown typ- 
ing copy for leaflets 
on Vari-Typer Com- 
posing Machines. 
The 26 ft. trailer has 
facilities for a prop- 
aganda officer, two 
Vari-Typer  opera- 
tors, three script 
writers and two 
artists. 
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y/ 
ly BEAUTY iS NO ACCIDENT with Rising Papers! 


They're handled the way your mother used to take care of her finest 
linens. Each individual sheet is turned by hand, completely scanned 
for blemishes by inspectors who love their work. This young lady here 


adds the finished touch by hand-counting the sheets. It’s all part of the 


system that has won for 1: - 
Ps a cies . ss Fine aper al ils BEST ! 


* A comprehensive camera tour of the 
operation ... *‘Fine Paper At Its Best—and 
it Gets Thot Way"’ . . . is yours for the askin: 





RISING PARCHMENT (100%, Rag) * NO. 1 INDEX (100% Rag) * RISING BOND (25%, Rag) 
PLATINUM PLATE (25%, Rag) * LINE MARQUE (25% Rag) * INTRALACE TEXT 


HILLSDALE VELLUMS AND BRISTOLS (25% Rag) * WINSTED VELLUMS AND BRISTOLS 
Address: Office Service, Rising Paper Company, Housatonic, Mass. 











"IT make my 


best impressions 


Wate &).1."" 


“So good looking !” 


“That's what the boss says mou 
about all my work! No wonder 
he's pleased — my letters look 
sharp and beautifully typed, my 
carbon copies clean, clear and leg 
ible no matter how many I make, 


thanks to *OLD TOWN!” 


In offices everywhere this dis- 
covery is being made, every day— 
that for the “best impressions” 
there are simply no better carbons 
and nbbons than OLD TOWN— 
| 


scientifically created and designed 


to meet the exact need! 

Let us prove to you why the use 
of Old Town Carbons and Rib 
bons can save you money. Write 
today for the facts and FREE 
samples on these world-renowned 


products 


OLD TOWN CARBONS 

New, non-curling, non-smearing, easy 
and clean to handle— 

OLD TOWN INKED RIBBONS 


Pure Silk — Nylon + AF — 
Egyptian Cotton fer all 


machines — nothing finer. 
750 Pacific Street, 
Brooklyn 17, N.Y. 


CORPORATION 


wheels, a cut-off cylinder and a mechani- 
eal jogger. American Type Founders is 
the prime contractor for the equipment. 
Other firms aiding in construction of the 
units are the Robertson Camera Co., 
and United States Thermo Control Co. 

Plans and specifications for the units 
were developed by the office of the Army 
Quartermaster General. Each trailer 
will be towed by a 24-ton tractor which 
will contain a gasoline diesel generator 
to supply electric power for the me- 
chanical equipment and fluorescent light- 
ing in each trailer equivalent to 3,200 
watts of incandescent light. Leaflets 
produced by these mobile printing units 
will be distributed by air and artillery. 
For air dissemination, leaflets will be 
loaded in bombs and dropped from high 
levels; for artillery dissemination, the 
material will be rolled to fit in 105 mm. 
howitzers and fired at the enemy at close 
range. 

The units will operate under an Army 
Loudspeaker and Leaflet Company. 
Such units are being given special 


Copy in Armenian and Ukranian being set on 
a Vari-Typer Composing Machine in the 


Army's psychological warfare trailer. 
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courses of instruction at the Psychologi- 
eal Warfare Center at Fort Bragg. 
The center was established in April, 
1952, to train officers and key enlisted 
men. The printing platoon consists ot 
one officer and 30 enlisted men. 

“Psychological wartare has proven 
successful in Korea,” says Brig. Gen. 
Robert A. McClure, Chief of Army Psy- 
chological Warfare. “Leaflets showered 
from the air and by artillery shell have 
done much to undermine enemy morale, 
both among soldiers and civilians. The 
new mobile printing units are another 
important step forward which, in com- 
bination with conventional combat 
weapons, will contribute materially to 
the winning of wars.” 


MEDICAL CARE IN 
SMALLER OFFICES 


DR. KENNETH C. PEACOCK 
Industrial Medicine Specialist, New York 
HE use of a group of part-time spe- 
cialists combined with part-time spe- 


cial industrial practitioners provides 
the office or plant with full-time protec- 
tion at part-time cost. Top medical care 
at minimal rates can be obtained from 
such part-time specialists, working with 
a dispensary staffed by one or more 


part- or full-time nurses. When physi- 
cians take over the medical problems of 
any organization, even though they are 
in attendance only part of the time, the 
company is getting full-time medical 
coverage comparable to that of the in- 
dividual patient, who normally does not 
have his doctor in attendance full-time. 
The cost to the firm, however, is only on 
a part-time basis. 

Most companies with less than 500 
employees do not provide medical care 
because they feel it is too expensive. This 
view is wrong. To have a good medical 
department costs a fraction of 1% of the 
payroll, and even for the small firm it 
pays its own way several hundred per 
cent. 

Savings of $3.50 to $5 for every dol- 
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"T make my 
best 
with @.T.** 


“The sharpest looking 
you've ever seen!" 
“Since we've gotten the *Old 
Town Spirit Duplicator, paper 
work bottlenecks have just dis- 
appeared at our office!"’ For the 
best impressions” there is 
nothing to equal efficient, easy- 
to-use Old Town spirit machines 
and supplies 
Type, write, draw or print 
through Old Town Super-Kleen 
Spirit Carbon —you have a 
master that 1s sharp, clean, ready 
to go to work for you 
With an Old Town Spirit 
Machine — rugged in construc- 
tion, the finest you can buy at 
any price—you will be amazed 
at the hundreds of quality cop- 
ies you can make in a matter of 
minutes from a single master. 
For, Spirit duplicating ma- 
chines and supplies that are un- 
surpassed use Old Town — the 
pioneers in Spirit duplicating 
Let us prove to you that Old 
Town can save you time, effort, 
money ! Write today for the com- 
plete facts 
Manufacturers of Duplicat- 
ing Machines & Supplies... 
Non-curling Carbon Papers 
«» » Finest Ribbons. 
750 Pacific Street, 
Brooklyn 17, N.Y. 


CORPORATION 
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Just look at this rugged angel ! 


Royal points with pride to an amazing 


new “Magic” Tabulator! Sensational 
new Carriage Control! Extra “Person- 
alized” Key! 17 time-saving features! 
No other typewriter offers all these 


features. 


M* OR WOMAN, boss or secretary, you 
| ‘I have never seen an angel of a type- 
writer like the new Royal Standard. 


And what a rugged angel! It’s made by 


“Magic” Tabulator. a 
new, exclusive feature exclusive 
which allows the secre- 
tary to tab with either carriage 
finger or palm without 
moving her hands from 


the guide-key positions. 


tension to her 


Royal, makers of the finest, longest-lasting, 
sturdiest typewriters ever built! 

Try the new Royal! Notice that every 
feature is designed with the operator in 
mind. Notice the improved “Magic” 
Margin, plus a host of other new and 
exclusive features. 

But most important! Ask for a free 
office trial today and see, experience, all 
the heavenly features shown below. Call 


your local Royal representative: 


Carriage Control, anew, Extra “Personalized” 
feature which 
lets the secretary suit the 


Key, a Royal exclusive. 
This 43rd key comes at no 
extra cost. Readily adapt- 


needs, Just a turn of the able to special typing 
knob does it! No need to 
call in a serviceman! 


needs of individual busi- 


nesses, 
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See the 


Wonderful 
New 


Royal 
Standard 
Now! 


New Time-saver Top, a 
Royal exclusive. Press 


button . . . inside con- 

trols all instantly acces- STANDARD - ELECTRIC - PORTABLE 
sible “Touch Control” Roytype Business Supplies 
within easy reach, Easy- 
to-get-at ribbon changing. 


**Magic’’ and **Touch Control’’ are registered trade-marks of Roya! Typewriter Company, Inc. 
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7 PRACTICAL 
SIZES—RULED 2 
TO 36 COLUMNS 


IT'S TIME 
TO ORDER OUR NEW 
STANDARD 
COLUMNAR BOOKS 
FOR '53 


i Tae : aia Ve 


No matter where they're opened, Standard 
B & P Columnar Ruled Books provide a flat 
writing surface, without the bothersome, 
time-wasting bulge along the binding 


FOR EVERY RECORD — A WAY TO KEEP IT 
BROOKLYN 1,N. Y., 


Other "Hidden Assets" include exception- 
ally high-quality, white,rag content ledger 
paper, which promotes clear, crisp figures; 
uniformity of rulings with guide lines that 
Simplify posting. Bound in finest book 
cloth, with warp-proof laminated boards. 
150 and 300 pages. Ask your stationer to 
show you the complete B & P line. 
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lar invested in a medical department 
were shown in a survey of 2,000 plants 
with a total of 1.2 million employees. 
The normal rate of classification under 
workmen’s compensation laws was cut 
500% and abnormal rate-ups were pre- 
vented. Turnover was reduced 30% to 
50%; absenteeism, 30% to 40%; lost 
time, 80%; accident frequency, 45%; 
and occupational disease, 63%. 

The cost of not having a medical de- 
partment far overbalances the cost. of 
having one. Compensation rates are set 
by class and then adjusted on an experi- 
ence basis. Turnover is expensive, espe- 
cially in the executive groups where each 
man may represent an investment ot 
$125,000 to $250,000 and hiring a re- 
placement may cost $1,500 to $2,500. 
Even for lower-ranking employees, turn- 
over cost ranges from a minimum of 
two weeks’ to six months’ pay in more 
technical jobs. Absenteeism, with its 
need for extras on the payroll, who often 
are unfamiliar with the work, costs em- 
ployer and employee together one to 
two times the latter’s pay. Industrial 
diseases represent high costs in certain 
industries, and lost time is a cost to all. 

Take-over of all medical problems 
through in-plant care is possible at a 
weekly cost per employee of only 25 to 
50 cents. This cost can be reduced still 
further if several small offices or plants 
in the same locality group together and 
divide the expense. 

A less complete medical program 
would include a complete yearly medical 
survey of executives by group specialists, 
costing from $35 to $150; similar but 
less extensive examination for key em- 
ployees, who normally are younger than 
the higher executives, costing $15 to $25 
each; and preplacement and _ yearly 
examinations for the bulk of employees 
at a cost of from $10 to $15 each. This 
expense is tax-free, a fact that benefits 
both employer and employee. 

Other indirect benefits of a good in- 


dustrial medicine program, althougli- 


they cannot be reduced to a dollars-and- 
cents basis, are considered the most valu 
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*"One girl sorts 
100,000 punched 
cards an hour" 


with tnis simple hand rod 





For purchasing and all depart- 
ments—in large and small com- 
panies—in every type of busi- 
ness, E-Z Sort Systems are sim- 
plifying the job of filing and 
sorting data on punched cards. 


CUTTING COSTS THE E-Z WAY 


Our trained men in every part of the 
country are glad to demonstrate and 
answer questions. Now is the time to 
find out if and how E-Z Sort Systems 
can save time and money for your 
company. You'll be surprised to learn 
that it is as easy as the name implies. 
Write for details. 


*Published statement 


by one of our users 
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A few select territories open 
for qualified Systems Engineers. 

















...FASTER 
AT LOWER COST 
Make just one regular 
mailing each month... 
statements, form letters, 
bulletins, etc.,...and a 
Davidson Office Folding 
Machine pays for itself. 
One girl does the work 
f 10 or 20 without over- 


time, without upsetting 


office routine. Precision built with auto- 
matic feed like the larger Davidson fold- 
crs your printer uses. Sales and service 
everywhere. Write for your copy of thenew 
Davidson “fact book” on office folding. 


Davidson 


bY Ze FOLDING MACHINES 


APS SSCS eeseeeeeseseeeeseseeseee re 
: DAVIDSON CORPORATION 

1036-50 W. Adams St., Chicago 7, Ill. 
Please send complete information about 
Davidson Office Folding Machines 

NAME 

FIRM 

ADDRESS 

CITY STATE 


Seeeeeseesseses 
Seaseeeseeeeeaae 


96% of 


| the annual 


able of all by many executives. 
clude prolongation of useful working 
life, increased daily and long-run et- 
ficiency, improved morale, valuable per- 
sonal relationships, expert take-over of 
duties now handled by personnel and 
other management departments, better 


They in- 


| take-home health, and preservation ot 
| industry’s greatest asset 


people. 

Experience shows that an average of 
employees visit in-plant dis- 
pensaries each year and 20% of these 


| have some important medical problems 
| affecting their occupation. 


The savings 


from just one well-handled case can 


-equal the cost of several years of operat- 
| ing a well organized industrial medical 


department. From an address before 


personne l conference of 


American Management Assn. 


Improving Mail 
Service 


(Continued from page 55) 
livery should not be used together on the 
same package. Special Handling gains 
first class handling for other classes otf 
mail only to the post. office addressed. 
Special Delivery gets the same treat- 
ment, along with a special messenger to 
deliver your mail when it arrives at the 
destination. To speed up second, third 
and fourth class mail, you can send them 


A Master Addresser machine is used by Arm- 
strong Rubber Co., West Haven, Conn., for 
selective addressing from mailing lists. 
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THIS STRIKING PLASTIC BOUND 
PORTFOLIO-PRESENTATION FREE 


Get your personalized edition today—a 
unique and beautiful example of modern 
plastic binding. Packed with illustrated 
facts and ideas. Gives complete applica- 
tion story and cost advantages of the 
GBC Binding System—as proven in 
thousands of progressive organizations 
in every field of endeavor. Here's a 
wealth of timely and important informa- 
tion... absolutely FREE 
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GENERAL BINDING CORP., Dept. 0:12! 








Anyone can produce beoutiful 
plastic bound books in 
1 these 2 easy steps: 


Punch sheets and covers of any size or 
weight, quickly, accurately 


g 


Bind up to 250 books an hour with colorful 
GBC bindings—%¢" to 1¥%_” diameter. 


Do PLASTIC BINDING 
RIGHT IN YOUR OWN OFFICE 


Bind all sizes and types of loose sheets 
with compact GBC plastic binding equip- 
ment ...in a matter of seconds. You'll 
add prestige, color, utility, attention- 
compelling appearance and increase the 
effectiveness and life of your literature, 
Pages lie perfectly flat . . . may be in- 
serted or removed any place in book. 


GENERAL BINDING CORPORATION 
Dept. O-12 812 W. Belmont Ave., Chicago 14, Ill. 


Please send me at once my free plastic bound 
PORTFOLIO-PRESENTATION this includes complete 
prices, applications, and cost advantages. | under- 
stand there is no obligation. 


NAME 7: 
ORGANIZATION 
6 

| neem | ee 








GET THIS FREE PORTFOLIO-PRESENTATION... TODAY! 


812 W. Belmont Ave., Chicago 14, Ill.) 
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men 
over 


More than six times as many 
men of your age will die of 
lung cancer this year as died 
in 1933. Our research scien- 
tists still don’t know why. 

They do know, however, that 
over half of those who will 
develop lung cancer can be 
saved...if they get proper 
treatment while the disease is 
still in the silent, symptomless 
stage. That’s why we urge you 
to have a chest X-ray every 
six months no matter how well 
you may feel. 

For more information call 
us or write to “Cancer”, care 
of your local Post Office. 


American Cancer Society 








Genuine Engraved 
FREE DESIGN 


FREE PROOFS 
FREE DIE 


wherry Engraving Co. 


801 SO. 20TH STREET - BIRMINGHAM 5, ALABAMA 
Ame rica 


Largest Engraver of Fine Stationery 





first class. But experience shows it wise 
to affix First Class labels or to rubber 
stamp those words in bold or colorful 
letters on oversize envelopes or pack- 
ages lest they be overlooked and not 
given first class handling. 

People in the know advise first class 
mail for quick delivery within certain 
radius. You can learn the best effective- 
ness of first class mail by consulting 
your postmaster. He also can inform 
you about the advisability of using air 
mail and air parcel post to hasten your 
correspondence and packages. Since air 
mail and special delivery provide speed 
and attention these should be marked 
clearly and boldly. Although envelopes 
‘an be specially marked Air Mail it is 
recommended that the red-and-white- 
and-blue bordered air mail envelopes be 
used because they are recognized quicker 
in the post office shuffle of all types of 
mail. Air mail, special delivery, special 
handling mail should be bundled (if in 
large quantities) and brought to the 
right post office window or mail chute. 

Since metered mail has to be faced 
with address up, tied with a meter re- 
port form, and because this mail already 
has been dated and cancelled—it gets a 
double jump ahead of ordinary stamped 
mail. Postal clerks neither have to face 
it up nor cancel it, but start sorting it 
geographically to get it on its way. 

You may speed your mail by taking 
it to be mailed outside your city or dis- 
trict, provided you have mail in suf- 
ficient large quantities to make the extra 
trip worthwhile. Check with loeal post- 
masters to determine which post offices 
specialize in which geographical mail de- 
liveries. Certain post offices are prefer- 
able to route mail to the north, to the 
south, to the east and to the west. In 
part, such routing depends upon post 
office location near railroad stations, 
ships and airports, and a knowledge of 
transportation timetables. 

Ask your postmaster for a train 
schedule. He can show you how to save 
as many as 24 hours on delivery by get- 
ting your mail to his office at 11:30 a.m., 
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Are you harboring the 
HIGH, “HIDDEN” EXPENSE 


3, pe aii 
Stn ape i geld 


of cathering papers by hand ? 


Most companies recognize the annoyance and confusion 
created by hand collating of papers. However, few 
really realize the fact that it is an item of 
considerable expense too! 
If any one of the scenes above 
take place in your company... 
you owe it to yourself to write 
for full facts on how a Thomas 
Collator can help you save 
time, save dollars and increase 
efficiency. 


FREE Learn how to Tl, I 
save up to 70%. Write COMMAS e ators 


for free collating analysis a 4 
sheet. Permits easy Specialists in paper gathering 


analysis of your paper soa 30 Church St., Dept. B., 
So ® New York 7, New York 


@eeeeevevovoeeveev eevee eeeeeeeeeeeeeeeeeveeeeeeeeeeeeeeeeeeeeeeeeeee 
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EXPRESS» 


INKER 


EFFICIENT 
SIMPLE 
CLEAN 


QUIET 


Stencil duplicating is the quickest, 
cleamest, quietest and most efth- 
cient office reproduction process 
with the new Gestetner Duplica- 
tor. It’s the most economical too, 
because not a drop of ink is ever 
wasted, not a sheet spoiled or fed 
through without printing. The 
Gestetner’s automatic operation 
makes it the first choice of all 
duplieators for the modern office— 
for all office duplicating, in any 
color, on any paper stock up to 
814” x 14”. World famed since 
1881. Write for illustrated litera- 
ture today ! 


Gailedner- DUPLICATOR 
CORPORATION 


50 McLean Ave., Yonkers 5, N. Y. 
Phone: YOnkers 8-6666 


1724 H St., N.W., Washington, D.C. 
Phone: Executive 1350 





Gestetner's special 
ink tube is inserted 
into the machine— 
no squeezing or 
touching ink with 
the hands. 


One finger operates 
ink pump lever con- 


trol. Hands, clothes 


and work area re- 
main spotless for 
clean results. 


A lever controls ink 
supply while a visible 
indicator shows ink cov- 














instead of noon or 2 p.m., to make | 


proper connections with certain trains. 


You also can learn from him to which | 


post office to bring your mail to catch 
certain trains going to places you want 
to reach fast. 

In New York, for example, there are 


delays resulting from transfer points. | 
Thus, by depositing your mail in the | 


wrong post office, it may have to be 
transferred to another point office be- 
fore it is sent on its way. By learning 
the correct post oftice to which to bring 
your mail, you save the time taken by 
the post office to transfer this mail. Bet- 
ter vet, you can hasten your mail to New 
England (from New York) by bringing 
the mail directly to Grand Central An- 
nex (adjacent to Grand Central Sta- 
tion); or bringing it directly to the 
railway post office in the station (but 
not in too large quantities unless you 
have made previous arrangements), or 
even by bringing the mail to suburban 
Mount Vernon which is north of New 
York City and that much away from 
transfer points and that much closer to 
New England. However, as noted ear- 
lier, the volume of mail may decide for 
you whether you think it worthwhile to 
cart it to the suburbs. 

In a letter to the author, Postmastet 
General Jesse M. Donaldson invited 
business mailers (as well as the general 
public) to make the best possible use of 
the postal service and its many facilities 
by learning how to prepare and address 
matter for mailing; the different ¢lasses 
of matter and the postage rates and 
fees; special services available, and 
about many other service features which 
will mutually help the Post Office and 
the mailers. 


Gradually, business offices are becom- | 


ing more aware and less critical of post 
office operation and services. 


join with other company representatives 
to tour the local Post Offiee to learn how 
better to utilize its faeilities and eo- 


« 
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This has | 
partially come as a result of business | 
mailers seeing how the post office works. | 
Offices should have their representatives | 


THIN 
PAPERS 


Reduce 
MAILING 
se esiie 
FILING 
Costs. 


Use 


ESLEECK 


THIN, PAPE 


tae Cott Um ofoy ote! 
Clearcopy Onion Skin 
Fidelity Onion Skin 
Laid Thin Papers 
Prestige Onion Skin 
Superior Manifold 
Thin-Opaque 


SEND FOR SAMPLES 


ESLEECK 


Coa eth cocenibtat elem Oxoser) olecekiz 


Turners Falls, Mass. 











CARBON 
PAPERS 


TYPEWRITER @ BILLING 
FAN-FOLD e@ PENCIL 
CARBON JACKETS @ REGISTER ROLLS 


INKED RIBBONS 


TYPEWRITER @ TABULATING 
ADDRESSOGRAPH e@ TIME STAMP 
BOOKKEEPING MACH. e@ ADDING MACH. 


HECTOGRAPH SUPPLIES 


CARBONS e@ MASTER UNITS 
RIBBONS @ DUPLICATING FLUID 
HAND-CLEAN CREAM @ CORRECTION PENCILS 


A patented Codo feature included in each Box of “Super- 
Treated” — “Super-Kote” — “Keen-Rite” (not for sale 
yal iTy 


Codo-mc. corp. ‘| 


Factory: Corcopolis, Pa. 
270 Lafayette St 
New York 12, N Y 


564 W. Monroe St 
Chicago 6, 1 


401 Wood St 
Pittsburgh 22, Pa 


operate with it to speed the mails. Some 
companies maintain extensive mailing 
lists which are handled by an outside 
agency which they may do more eco- 
nomically and efficiently than you now 
are doing it yourself. 

Literature made available by the Post 
Office Department includes publications 
like the U. S. Official Postal Guide; Do- 
mestic Postage Rates & Postal Informa- 
tion; Preparation, Packing, Wrapping 
and Labeling of Mail Matter; Sim plifie d 
Method of Addressing Mail; Window 
Envelopes; rates, meter applications, 
regulations, ete. Similar helpful infor- 
mation also is available from envelope 
manufacturers, and makers of mail 
handling machines and equipment. 

Several activities are being carried on 
concurrently to help improve the mails. 
In Washington, D. C. a new sorting 
machine has been installed in the main 
post office to handle 50,000 letters 
hourly. Nearby, a joint Congressional 
committee has been appointed to investi- 
gate the Post Office Department, al- 
though the Hoover Commission already 


has come up with its findings and recom- 
mendations. In Portland, Oregon, a 
mail carrier carries his mail on a two- 
wheeled gig similar to those used to roll 
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PURCHASING DEPARTMENT* REPORTS 
IMPORTANT SAVINGS IN TIME AND MONEY .. . 


wr ROTOR-FILE 


*... of a leading 
eastern railroad 


FINGERTIP FILING AND 
FINDING IN SECONDS 
FROM SEATED POSITION 


Correspondence 
Orders 
Quotations 


Pricing Cards 
Purchase Records 
Catalogs 

Plus full desk space 


This Purchasing De- 
partment processes about 
$100,000 in bills each 
working day. They add 
up to 300 invoices — 
several items per invoice. 
These are checked for 
price, discount, shipping, 
etc., against individual 
cards giving complete de- 
scriptions of every item. 


DESK ROTOR-FILE makes quick, accurate checking 
possible. The old-style upright drawer cabinets have 
been eliminated — along with the strenuous stooping, 
squinting and chair-spinning that went with them. 
Now these vital record cards are filed where they're 
used. A flick of the finger spins the horizontally ro- 
tating tier, bringing the desired record to within 
inches of the comfortably seated clerk. 


The results... 

e A faster, more efficient Purchasing operation 
e Substantial savings in both time and money 
e Increased production in less space 

¢ Vastly improved employee morale 





Designed to fit YOUR NEEDS 
The versatility of Desk Rotor-File is un- 


proportion. Stock models will house any 
size card or record for split-second filing, 
posting and reference. 


CORRES-FILE — the first 
major improvement in cor- 
respondence filing in 60 
years. Equal to 12 old-style 
file drawers — and all fil- 
ing is done from a seated 
position. 


YOU SAVE 50% ON CLERICAL COSTS ALONE... SEND FOR DETAILS 
Errective Toots ror Errecrive Manacement 





I’m interested in saving time and money in my filin 
operations. Please send details. 


WASSELL 


ORGANIZATION, INC. 
WESTPORT 2+ CONN. 


ima m i City 


Name 
Title 


Zone____State 














Model 500 with 
> *FULL REAM FEED 


(accommodates Roneo-tronic stencils) 


! 


Only Roneo eliminates slip-sheeting, 


messy ink-stained hands — needless 
waste, the first copy is as clear as the 
last. Only Roneo offers 25-second color 
change, self-inking drum, convenience 


of an automatic counter and shut-off. 


DEALERS NOTE! Choice fonshises 
ADDO MACHINE COMPANY, INC. 


145 WEST 57TH STREET. NEW YORK 19. N.Y. CIRCLE 5-6940 


Exclusive & S* Distributors for Addo-X Adding Machines 


Roneo Mimeo Machines — Muito Calculators 





heavy golf bags across the links. And 
in Bremen, Germany the first rocket de- 
signed to carry mail was tested recently. 

Machines and caddies and rockets not- 
withstanding, business mailers today can 
speed up their mail by instituting mail 
room procedures and installing postal 
equipment where needed; by addressing 
properly and adding postal zones; by 
mailing early and often; by re-evalu- 
ating their mailing systems from time to 
time, and by learning about their local 
post offices and working with them. 


Office With a View 


(Continued from page 7) 


it is an occasion for rejoicing because 
it means relief from almost daily water- 
ing of shrubbery and lawns. In the hot 
season columns of dust can be observed 
swirling across torrid desert plain. In- 
teresting from a distance, these dust- 
devils—miniature tornadoes actually 
may cause damage to buildings in their 
path. 

A few miles to west of Tumamoe Hill 
the cactus covered bulk of the main 
range of the Tueson Mountains rises in 
a series of rugged peaks. Valley between 
is filled with saguaro forest, a forest 
without shade. Shade trees are also 
lacking at the station. They would shield 
buildings from hot summer sun, but they 
are not native to the region, and soil and 
hillside location make them difficult to 
cultivate. 

South of the Forest and Range Ex- 
periment Station Tumamoe Hill rises 
300 tt. further surpassing all other peaks 
in the range. Smooth appearing, disk 
shaped branches of pricklypear bushes 
stand out clearly among lacy green of 
small paloverde trees. In springtime 
when paloverde trees are mantled with 
vellow and the scene accented by flaming 
ocotillo blossoms, the mountainside pre- 
sents a charming and intriguing sight. 

A narrow road passable only to jeep 
winds uncertainly through thorny bushes 
from station to summit. Indian writings 
on rocks and Indian pottery shards there 
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are evidence that Indians accomplished | 
the ascent. One symbol left there means 
“water,” a substance entirely lacking at 
that spot. The top of the mountain is 
flat and oval, like a volcanic crater, an 
excellent location for radio station main- 
tained by Tucson police. Geologists 
tell us that Tumamoe Hill may have been 
built by volcanic action hundreds of 
thousands of years ago, but assure us 
there is no danger of activity now. 

To enjoy the view and brightly colored 
sunrises, nuns from St. Mary’s Hospi- 
tal at mountain base sometimes climb 
at daybreak to a point near the station 
for breakfast. Forest service workers 
admit they aren’t such early risers, but 
when homeward bound during winter 
months they can enjoy magnificent sun- 
sets which paint eastern sky and moun- 
tains with rose and copper. A driver 
must be careful not to admire the view 
too long for the road is narrow, curved 
and steep. 

A native hillside garden between build- 
ings is filled with a variety of desert 
plants. A few of them are imports from 
neighboring localities, the most curious 
being Bojum trees which are native to 
the peninsula of Lower California. They 
are shaped like dunce caps and bristle 
with leafless branches. They do not 
bloom in this loeality. In spring or in 
the fall rainy season other cacti are 
crowned with magnificent but stemless 
blossoms. Desert bouquets must be en- | 
joyed on plants as flowers quickly tade 
when picked. Many city dwellers miss | 
the colorful display if they do not visit | 
native desert areas. Cacti are not to be| 
seen in any quantity in southwestern | 
cities; their thorns are a menace to ehil- 
dren and pets and often injure eare- | 
takers. In their place are lawns and | 
ornamental plants and a tew shade trees. | 
Even in the city, shade trees are scarce | 
as many of them cannot resist prevalent | 
plant diseases common to the desert. | 

As employees walk from building to | 
building through the cactus garden they | 


TRADEMARK REGISTERED 


ac-a-desk 


This Amazing Desk Stabilizer 


Makes Typing 
Easier, Faster! 


No one can be expected to type decently 
on a wobbly, slanting typewriter plat- 
form. But with a firm, self-locking Jac-a» 
desk, typing becomes 


easier, faster, less 
noisy — mistakes 


fewer. we, Nl JOBBERS 
a \ Mike > 


Jac-a-desk has smooth 
exterior—no protruding 
locks or handles. Ex 
pands from 16” to 30° 
—high enough to sup. 
port standard height desk leaves. See 


| your dealer today! Specify Jac-a-desk! 


IMPORTANT! Before making costly repairs or 


| replacement try Jac-a-desk. Perhaps your type- 


writer only needs this common-sense support. 
Up in a jiffy, down in a jiffy—locks automati- 
cally. Non-snag, satin-like finish. Sure grip 
rubber ends. Easy to stow. 


o-4 


GONCO MANUFACTURING COMPANY 


— 





wise ly kee ‘p an ear tuned to the ground. | 1259 So. La Brea Avenue, Los Angeles 19. California 
Sometimes only harmless and often | IN CANADA: Underwood Ltd., 135 Victoria St., Toronte 
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colorful lizards seuttle across the path and stuns it with its wings. Then it re- 
or seek refuge in stone walls of build- turns to peck it to death. 

ings. During the rainy season rattle- Friendly doe, with their fawn, and 
snakes are likely to come from their quiet javelina (wild pigs) and the shy 
hiding places among rocks. On more desert fox visit the area in cool weather 
than one occasion such an intruder has to drink. They come from the Tueson 
visited station area, sometimes for an Mountains and from neighboring Tueson 
afternoon siesta, not intending to cause Desert and Mountain Park. During hot 
harm or excitement. When discovered, weather they roam at night and are sel- 
however, its chance of survival is prac- dom seen at the station. Beautiful ring- 
tically nil, no matter how innocent it tailed cats have more than once found 
may be. If a roadrunner discovers the their way into offices during their noe- 
intruder first, it swoops down quickly turnal prowlings. Skunks and rabbits 


Poe. 

















Letterheads on WESTON BOND 
certainly command attention! 


Firm, crisp, sparkling with quality, | cost. WESTON BOND is made by 
the new WESTON BOND makes _ Byron Weston Company, Dalton, 
correspondence more impressive, | Mass., leading makers of fine 
sales letters more effective. You'll papers. Ask your printer to use it 
agree, this fine rag content paper or write for sample book. Address 
is worth many times its modest Dept. OF. 





WESTON BOND Envelopes are made with GRIP-QUIK instant sealing flap gum 


WESTON SOND) 


Made by the Makers of OLD HAMPSHIRE BOND, BYRON WESTON CO. LINEN RECORD 
and a Complete Line of Papers for Business. Records 
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are frequent visitors. A few desert big- | 
horn sheep have been seen on the moun 
tain above the station. Covies of Gam- 
bel quail with saucy top-knots, road- 
runners, cactus wrens and desert spar- 
rows are regular visitors to the waste 
water trom evaporative air coolers. 

\ desert tortoise visits the station one 
day a year. It slowly crawls across the 
roadway sometime during rainy August 
weather, partakes of mortar from 
nearest building—for ealeium, a zoolo- 
gist tells us—and then disappears into 
brush. It is easily identified by “1939” 
which one employee painted on its shell 
the first time he observed it there. 

Almost every day during summer some 
curious looking bug visits the station. 
Sometimes they are not only curious but 
capable of poisonous stings, offensive 
odors if annoyed, and troublesome bites. 
It is well for employees to be wary of 
_ scorpions and to look before sitting 
down or reaching into a briet case. An 
estimated 300 of them were found at one 
time in a eave on the mountainside just 
below station building's. 
have been stung by them do not fear 
them excessively. To children, however, 
the bites may prove fatal. 

Tumamoe Hill 
Papago Indians for 
curious desert creatures—the 
toad. Although it is not a toad and 
does not have horns, its appearance jus- 
tifies the name. Actually it is a sand 
colored lizard with serrated edges around 
head, body and tail. Though rough 
these edges are entirely harmless. Some 
varieties may eject blood from their eyes 
for several feet but this trait, too, 
causes no harm. 


named by 
one of the 


was 


City water is pumped to buildings at 
present. In early years the only water 
available was from a cistern which 
caught rain from roofs. This was a 
very meager supply, with rainfall 


averaging eleven inches a year and with | 


many spring and summer months almost 
without rainfall. At times it was neces- 
sary to haul water to maintain an ade- 
quate supply. 
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Employees who | 


the 
most 
horned 


Cistern water is now held | 





LOssie’® A.W. FABER bil o€uméus 1492 Biiusa N@2 


Stans 


WO Meu 


ON YOUR OFFICE TEAM 


ERASERSTING| 


1077 and 


70778 


For Pencil and 
Carbon Paper 
Marks. 


The All-American 
office team of 
COLUMBUS 1492 
pencil and wood- 
encased EraserStik 
7099 and 70998 
(with brush) now 
has 2 new members 
EraserStik 
7077 and 7077B— 
the new, better 
way to erase lead 
pencil and carbon 
paper marks. In- 
sist on original 
EraserStik. Accept 
no substitutes. 
Order from your 
Dealer today. 


AW )FABER-CASTELL 


PENCIL COMPANY IN 


us.a.7O77 B 


v.S.a. 7077 


NEWARK NN 








Northwest's 


EFFICIENCY FILING CABINET 


with 
“V" Expanding 
Swing Front 


3400L *‘V"’ 

Expanding 
Cradle 

Suspension 


Designed _ for 

efficient, more 

nomical filing because 

you get about 20% 

more usable filing ca- 

pacity per drawer and 

can keep filed material 

tightiy compressed -- 

yet anything can be 

quickly removed or re- 

placed without moving 

follower block. The expanding front does not 
operate until you desire it to—after you lo- 
cate the correct folder. Install Northwest 
Expanding Files, and your clerks will teil you 
why they're so superior to fixed front files 
Made in 2, 3, 4 and 5 drawer models. Write 
tor complete illustrated literature 


Northwest's 

Non-Suspension 
400 Line 
Files 


The sturdiest, most 
efficient, non-suspension 
filing cabinet on the 
market! Each drawer 
has four highest qual- 
ity ball bearing rollers 
with 13 ball bearings 
per roller. Heavy 16- 
gauge drawer runners 
and slides. Attractive 
label holder, pull, 
guide rod on each 
drawer and positive 
clutching follower for 
each drawer. Fully loaded drawers move with 
the pressure of a fingernail! Made in 2, 3 and 
4 drawer letter and legal sizes. 


J400 L 
Non-Suspension 


Write for literature and tepes on these and 


other Northwest quality steel files. 
IMMEDIATE DELIVERY! ORDER TODAY! 


NORTHWEST METAL PRODUCTS CO. 


1337 E. Mason St., Dept. O, Green Bay, Wis. 





glass windows 


in reserve in case of fire. 

In wintertime, lunch may be eaten on 
the big porch which extends 
across south side of main building. It is 
sheltered on three sides by building 
walls and warmed by sun. In summer- 
time workers seek the welcome breezes 
from — coolers, inexpensively 
operated devices make indoor tempera- 
tures tolerable if not altogether 
fortable. 

The lunch hour is used, perforce, for 
relaxation and not tor hurried shopping 
trips that may leave employees ex- 
hausted. Contrast this quiet scene with 
traffic congestion and throngs of people 
in downtown office buildings and streets. 

An extreme example of inconvenience 
in a large office building is presented in 
the newest state office building in Phoe- 
nix, Arizona, where no agency can have 
venetian blinds until all can 
afford them. For more than a year now 
makeshift sunshades have been used, 
Building specifications called for colored 
which would have made 
blinds unnecessary but would have ob- 
scured the view. Consequently, em- 
ployees insisted that clear glass be used. 
Now the legislature is reluctant to ap- 
propriate funds needed for purchase of 
blinds. There’s no such problera of con- 
formity on Tumamoe Hill. 

If given a choice, some office workers 


rootless 


These 


com- 


agencies 


| might select a downtown location in spite 


of parking problems, noisy tratlic and 
throngs of people, but Forest and Range 
Experiment Station employees prefer 
Tumamoe Hill. They consider it a real 
thrill to work in undisturbed semi- 
desert country, so rapidly disappearing, 
and yet to live only a few miles away 
in a thriving city. 


NTERNAL alterations in progress at 
the City Hall in Tueson, Ariz., will 
effect the first structural changes in 
37 vears since the building was erected 
in 1916, City Manager Donald P. Wol- 
fer reports. About 500 sq. ft. of work- 
ing space will be reclaimed on both 
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floors of the two-story building and city 
operations having maximum public use 
will be located on the first floor. Tueson 
taxpayers and residents attending coun- 
cil meetings or doing business with the 
city clerk will no longer have to elimb 
a flight of stairs. 

A corridor divides the whole first floor. 
Excessive dead space overhead will be 
eliminated by a suspended ceiling which 
will cut the air-conditioning and heating 
costs as well as conceal duets for these 
purposes. Formerly floor to ceiling 


walls either side of this hallway gave 
the visitor to City Hall a view not un- 
like the old-fashioned and mid-Victorian 
“institutional” interior which lacked eye 
appeal. These blank walls will be re- 
placed by glass sheets framed in Philip- 
pine mahogany which will also help in 
maximum dispersion of sunlight. In the 
center of the south corridor wall, a 10 
by 12 ft. switchboard and information 
center will save time and footwork in 
directing visitors to their desired desti- 
nation, 


Touch...and go! 


Slip an envelope under the guide roller of this electric 
MailOpener, take it out—and it’s open, with content intact. 
The merest touch of the guarded cutting shaft trims a hairline 
off the edge in an instant . .. whether the envelope is large 
or small, thick or thin, light tissue or heavy kraft! 

The Model LE MailOpener is a grea. convenience in any 
Office for mixed mail... saves time, effort and temper... 
helps get your business day off to a good start! Made by 
Pitney-Bowes to precision postage meter standards . . . Ask 
the nearest PB office to show you the full line of hand and 


electric MailOpeners—or write for folder... 
PITNEY-BOWES, INC., 3477A Pacific St., Stamford, Conn. 
.-- Originators of the postage meter, 93 offices in U.S. & Canada. 


= PITNEY-BOWES 


MAILO)PENER 
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LETTERHEAD DESIGN 


Crocker-MecElwain Co., Holyoke, Mass., 
makers of 25% Rag Content Certificate 
offers a free portfolio, ‘‘How to 
Design a Letterhead.’’ 
try’s 
has designed 2S 


tions 


Zonda, 
One of the coun 
and calligraphers 
letterhead 
grouped 


leading artists 


new sugges- 


which sare under seven 


XY 


a Lette rh ea 


basie design classifications so that there 
letterhead 
to adapt or build upon under each clas- 


are four suggested drawings 


sification. Continued requests for the 
first edition necessitated the publishing 
of this revised second edition. 
folio should be 


tive to all who buy letterheads, design, 


The port 


interesting and instrue- 


print, lithograph or engrave them. 


100 


TYPEWRITER 


Rand, Ine., 315 
York 10, N.. ¥., 
Typewriter 
Touch. 


Fourth 
makes the 
with Tested 
design, re- 
operating techniques and 
development of new features resulted 
from expressed opinions of typists who 
tried them on working models. Reming- 
Research Laboratory tech- 
nicians studied ways of eliminating the 
faults of older typewriters and when the 


Remington 
Ave., New 
Super-riter 
Tempo Changes in 
finements in 


ton Rand’s 


first working models were produced, U.S. 
Testing Co. put them through extensive 
tests, simulating the touch the machines 
would be subject to in daily use. One 
objective was to gain a precise adjust- 
ment of the responsiveness of the Super- 
riter’s touch and action for consistently 
smoother typing. Remington Rand Re- 
search Laboratory developed an _ Elec- 
tronic Impact Tester for this purpose, 
registering the impact, strength, and 
dwell of strokes delivered against the 
platen on a microamperes panel. A sci- 
entifically controlled key striking appa- 
ratus proved the suitability of the type- 
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writer for any operator. This apparatus 
showed how the Super-riter would oper- 
ate at different speeds and pressures, and 
respond to the individual operator. Then 
came actual use tests by stenographers 
and typists. Representatives traveled 
all over the country for many 
seeking ways to improve typist morale 
and typing output. Pilot were 
used and questionnaires highlighted the 
problems which have been solved in the 
new Super-riter. Keytop preference also 
was tested. Five specially designed key 
tops were used and the Super-riter and 
its finger-fitted keys won the majority 
vote. The Super-riter’s Tested 
Touch provides very fast key return and 
eliminates the possibility of collision of 
keys. Another refinement is the simpli- 
fied margin setting method and the Per- 
fect Positioning Seale. Margins are set 
without any When there is a 
need to open the typewriter for service, 
the Super-riters’ Fold-a-matie construe- 
tion allows the machine to be opened by 
removing a few screws and folding the 
back, working 


vears 


models 


Tempo 


trouble. 


assembly 
parts. 


exposing the 


TRANSLUCENT PAPER 


Rhinelander Paper Co., Rhinelander, 
Wis., makes Master White Print Paper 
for use as master or original sheets for 
diazo photocopy machines like Ozalid and 
Bruning. Rhinelander Master White 
Print Paper transpar- 
ency .to transmit light but 
has a high degree of optical opacity, 
making it easy to read from. This paper 
takes writing and printing perfectly, 
erases well and lies flat without curl. Its 
surface is clean with a uniform 
formation. Due to. these 
manufacturer claims an extremely high 
rate of reproduction speed for the prod- 
uct. Master White Print is available in 
three different qualities and price ranges, 
and all three grades have the essential 
duplicating qualities outlined above. 
Rhinomaster is made in Sub. 13 only 
with good translucency at low cost, in 
both rolls and Ripeomaster is 


gives maximum 


ultra-violet 


close, 


properties, 


sheets. 
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made in a wide range of weights, Subs. 
11, 13, 14, 16 and 21 with better trans- 
lucency at medium cost, in both 
made in 


rolls 


and sheets. Parchmaster is 
Sub. 14 only with the best translucency 
at slightly sheet 


only. 


higher cost, in form 


FORMS BOOK 


National Blank 
St., Holyoke, Mass., 
book titled ‘‘ Better 
taining 2,000 


Book Co., 527 


Water 
offers a 100-page 


Reeords’’ and con- 
and 
Printed in 


four colors, the book shows how to save 


over forms, binders 


record keeping accessories, 
be} 


BETTER 
RECORDS 


=) } ¢ a 


Tr Sy +) 


oe 


5 PURCHASING 


oes UE ! 


ACCOUNTING 


Peoouction 


; Pareou 


illustrates 
selection of 


and 
wide 


money on record forms 


in actual colors a 


forms designed for every business pul 


pose. It is fully indexed to make it a 


comprehensive reference guide to per 


business who must 
This 


address at $1 a 


sons in any line of 


design or order forms. hook is 


available from above 


copy. 
FOR WOMEN EXECUTIVES 


138, j 


Mass., 


Sheppard 
Envelope 


Envelope Co., Dept. 


Terrace, Worcester 4, 
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offers 
titled, 


women 


‘*The 


booklet 


Indus 


executives a free 


Feminine Touch in 


trv.’’ which tells the interesting storv of 


the 
this 


the success achieved by woman who 


is today president of progressive 


and growing company. 


CASH REGISTER 

Cash Register 175 Fifth 
New York 10, N. Y., will ap 
point a distributor in each state as well 


the 


Regna Co., 


Avenue., 


as local 
Revister 
both 


dealers for Regna 53 Cash 


which is made in models for 


electrical and manual operation, 


This eash register weighs only 25 Ibs. and 
ig 10” high, 1514” and 12” wide. 
Ié is modern in design with streamlined 
exterior a keyboard that is easy to 
s@e and operate, The printed ticket feed 
ig adjustable and tapes of various widths 
ean be The cash 
partments for conveniently handling dif 
ferent Dis 
tributérs and full in 


long 


and 


used, drawer has com 


denominations of currency. 
dealers ean obtain 


formation by writing above address. 


ROTARY CARD FILE 
Mosler Safe Co., Dept. O-11, Hamilton, 
Ohio, announces its electrically operated 
rotary card file with finger-tip, push-but 
ton control. The automatie file is divided 
into 16 
of 16 


sections, exch eontrolled by one 


clearly identified pushbuttons 


102 


mounted on a 


When a 


touches 


panel board. 


clerk wants to find a ecard, she 


the proper button and the file instantly 
revolves and automatically stops as soon 


as the the most 
efficient position in front of the operator. 
Not only will it always bring the desired 
the but it wall al- 
ways revolve the file the shortest possible 


there. 


desired section reaches 


section to operator, 


distance to get 


TYPE CLEANER 
Eber hard 
\ Ve., 


Faber Pencil 
s3rooklyn 22, N. 


Co., 37 Green 


point makes 


Star Type Cleaner in a new flat shape for 
removing dirt and grime not only 
from typewriter type but from all busi- 


ink, 
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machines, band 


feed rolls, ete. 


ness daters, cylinders, 
Simple to use, it is merely 
The 
soiled parts can be folded in, allowing a 
surface for the next application. 
Star Type Cleaner is safe, quick, and 
easy to use with nothing to spill or stain 
clothing. 


pressed on surface to be eleaned. 


clean 


It comes in a small, clear plas- 
tic box which stenographers will find use- 
ful for everything from bobby pins, to 
needle and thread for those emergency 
needs. Retails at 50e and is a_ fast 
seller when displayed in its specially de 
signed carton that holds one dozen boxes. 


CALCULATORS 


Marchant Caleulators, Oakland, 
Calif., makes Figurematie Calculators in 
S or 10 bank capacities with automatic 
multiplication simultaneous with the en 
try of the multiplier factor. Operation 
is greatly speeded by a clear-return key 
which, at a single touch, both 
upper and middle dials and returns the 
carriage to the position pre-selected by 
the dial selector. The Figurematic has 
an operating speed of 1,000 dial counts 
per minute, Despite the simplicity and 
compactness of its one-hand control area, 


clears 


it offers positive, negative and aeccumu- 
lative multiplication or division, An- 
swers may be added to or subtracted 
from previous amounts. Division is auto- 
matie and the upper dial auto- 
matically prior to division. For use in 
other 


clears 


store and inventory-taking, the 


Figurematic is also available with a spe 
cial positive lock which protects accumu 
lated totals in dials. With this Chain 
Store Special Model, the person taking 
counts the items and enters 
keyboard dials verify the 


inventory 
the quantity 
entry; enters price in automatic multi- 


answer simultane- 
three 


price and extension) 


plier row appears 


ously and all figures (quantity, 


show in dials as 


proof of accuracy; touches the clear- 
return bar to clear quantity and price, 
but the extension is 
cumulated. Total 
available simultaneously with the count 
of the last This 
available 12-volt 
ditional direct 
ation, 


retained and ae- 
inventory value is 


item. model is also 
with a 


eost) for 


motor (at ad- 


battery oper- 


XEROGRAPHY 
CAMERA 


Haloid Co., 52-185 Haloid 
St., Rochester 3, N. Y., an- 
nounced the No. 3 Camera 
that reduces or enlarges an 
engineering drawing, chart 
by the 
xerography process directly 
onto an 814” x 13” XeroX 
plate. To 
posure, the operator places 
onto the 17” x 


or other subject 


make an ex- 


the copy 
oer 


22 tilting 
With a light 


copy board 
touch the 
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board is 
the 
which an electrostat cally charged XeroX 
After 


processed 


counter-balaneed copy brought 


into « xposure position to eamera in 


plate has been placed. 


plate is removed and 


XeroX ¢ oper. 
to 


in 
The image is transferred 
an offset’ paper master or to a trans 
lucent paper and the image made perma 


The 


large 


seconds fusing. 


to 


nent by ai few 


camera was dey eloped reduce 


drawings or other 


masters 


copy onto an Sly” x 


XeroX plate from which offset paper 


are made, Also, multiple copies 
can be made in 
XeroX translucent 
Heretofore, copied 
for size in the XeroX Camera No. 1 


limited to 8144” x 11” size originals. The 


a diazo machine using a 
print as a master. 


drawings were SIZe 


and 


No. 3 Camera permits 50% to 150% size 
of copy fits - 
table. with 

down is 73’ 
lights “Ss. = 
focal 

lights, 
By percentage scale or direct 
Zround glass, Electrical timer has range 
Of 0 to 60 seconds: 


Shutter. 


reproduction. It on 5’ x 2 


Overall length copy board 
Width ineluding extending 
10 10,” 
four flood 


"y . } cd 
Focusing 


Process Lens, 


1I50W 


i” Be". 


length; reflector 


copy board 
focus on 


elect rically operated 


TAG-LABEL ADDRESSER 


Cortland 
the 
Marking 


100 tags 


151 


J., makes 


American Tag Co., St.. 
Belleville 9, N. 
American 400 


Which addresses 


electric 
Machine 


labels 


Rotary 


ove! or 


a minute. Address masters can be typed 
or handwritten with up to 14 typed lines 
154 
Fantfold 
horizontally 


on a single address. 


labels Cy 


vertically. 


or characters 


tags or in be printed 


or Turning a 


104 


exposure, 
the 


’ 


knob on the machine regulates its feed 
to the label. Ad- 


proper size tag or 


dresses are printed by the liquid duphi 


cating in face-up position for 


easy checking. Illustrated literature from 


process 
aboy e addrass, 


DESK HEATER 


Rotone, Inc., 1436 W. Fullerton Ave., 
Chicago 14, Ill, makes the Draft-Dodger 
(Infra-Red Heater designed to bring gentle 
warmth to office cold spots. It plugs into 
any outlet and Magie unbreakable glass 
healthful infra-red that feel 


beams ravs 


The 


ment is fused into specially treated glass 


like sunshine, ceramic heating ele- 
without heated wires for complete safety 
Does not 
Efticient 
no parts to wear 


with no danger of burns or fire. 
glow and is safe to touch, and 


maintenance free with 


out. Guaranteed five vears. Can be 
doused with water while operating with- 
out effect. Clean infra-red heat keeps air 
fresh, warm and healthful with no baked 


The 


of panel of tempered glass encased in a 


out feeling. Draft-Dodger consists 
heavy steel frame, 30” x 616” x 1146”. It 
the floor mounted 
permanently to a partition desk 
kneehole skirt. Two triangular shaped 


stands on or may be 


or a 
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A Message to Users of One-Time Carbon Forms: 


ho Stole that $15,216? 


The biggest losses in business are not always obvious 


. not always intentional .. . but they hurt just the same! 


For example: a trucking company did all of its billing 
on one-time, 8% x 5'%, 7-part carbon forms. Used about 
200,000 forms a year. 


An investigation proved that they had been spending 
an average of $10.54 for the carbon paper in every 1,000 
forms. That's roughly $2,108 per year or $16,864 for the 
eight years. 


By switching to Repeat-O-Pak floating reusuable carbon 
paper with their continuous forms, their carbon paper 
cost dropped to $1.03 per thousand forms, or only $206 
for the entire year’s supply of 200,000 forms! 


THEY SAVED $1902 ON CARBON PAPER ALONE THE 
VERY FIRST YEAR! Repeat-O-Pak could have prevented a 
$15,216 loss in that eight year period! 


An unusual case? Not at all. It's amazing how Repeat-O-Pak 
floating reusuable carbon paper can cut your costs. Send us a 
sample of your form, the approximate yearly quantity used, and 
the name of your forms-writing equipment. No charge or obliga- 
tion for the analysis. 


Repeat U-Pak 


STANDARD MANIFOLD COMPANY Depr. Ai2-52 


Carbon Papers ¢ Inked Ribbons © 333 W. Lake St. © Chicago, Ill. © Offices in 
Principal Cities - In Canada: Budge Carbon Mfg. Co., itd., Montreal 3, Quebec 


*foating carbon paper for continuous forms used on all kinds of forms-writing machines 
+ 
1. B. M. and Underwood Formswriters... Moore Carbon-Saver and Uarco Adapters’ 





BOSTITCH B-8 


with the attached staple remover 


BOSTITCH B-5 


... better include Bostitch staplers and staples in 
your next order from your stationer ... or phone Bostitch. 
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brackets prov ide 30° or 90° floor support 
and are attached to the back of the unit 
with rubber suction cups to permit selec 
angle. Unit 
cord to plug into either AC or DC outlet. 
List price $29.90 f.o.b. Chicago. 


tivity ot is complete with 


DESK CALENDAR 

Schedule-A-Date Calendar Co., 310 E. 
State St., Ithaca 76, N.Y., makes the 
1953 Sehedule-A-Date desk calendar 
which tells at a glance future dates by 
days, weeks, and months for an entire 
vear. The left-hand page for each day 
has a clear, concise, simplified listing of 
future dates grouped by days, weeks, 
and months for an entire year. It makes 
definite dates of ‘‘6 weeks from today,’’ 
‘*delivery in 90 days,’’ or ‘‘delivery 
required in three months.’’ The right- 
hand page of the two-color calendar is 
a regular memo page with the date, cal- 
endar of the month, and space for notes. 
Errors are eliminated because all the fu- 
ture dates needed for a whole year in 
advance are before your eyes every day 
from January through December. Work- 
ers can plan future work exactly; follow- 
up simply means making a note of the 
job due on the page of the indicated 
date. With Schedule-A-Date’s side-punch- 


ing, all pages in the calendar are kept 
for past or future reference. The com- 
plete desk calendar includes a cold-rolled 
steel base with nickel arches and rubber 
feet. Pad pages are standard 3%” x 6” 
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with holes spaced 2” for a side-opening 
stand. The complete stand and calendar 
pad may be 
rately. 
or more. Hard plastic stands to hold the 
Schedule-A-Date pad are also available. 
These have metal nameplates which can 
be etched with a firm’s address 
and advertisement. 


purchased, or the pad sepa 
Discounts for quantities of six 


name, 


LEAD HOLDER 

Koh-I-Noor Peneil Bloomsbury, 
N. J., makes a push-button operated lead 
holder with scientifically designed knurl- 
ing for sure, slip-proof oper- 
This 5612 Holder can be used 
with either Koh-l-Noor graphite leads or 
Koh-l-Noor It is 55” 


Co., 


tireless 


ation. 


Flexicolor leads. 


long which assures perfect balance at all 
times. The push-button operation gives 
rapid, positive positioning of the lead 
which is held in a vise-like grip guaran- 
All parts of the 5612 
Versatil Holder including the chuck are 
easily disassembled and any necessaty 


teed not to slip. 


replacements will be made free of charge 
by the manufacturer. 


OFFICE LAYOUT TEMPLATES 

Richard Neumaier, 1422 Chestnut St., 
Philadelphia 2, Pa., offers office layout 
templates in seale of 44” to 1 ft. Printed 
bristol, each sheet ineludes 
letter and legal filing cabinets, different 
style desks and chairs, end tables, supply 
cabinets and telephone stands. The desks 


on scored 
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are marked so’that they can be cut out 


to seale in any standard 
814” x 


these 


had from above address for $1. 


POSTURE CHAIR 


Hamilton 
Ind., 


Chair 


Mfg. Corp., Dept. G-11, Co 
makes the Cosco Model 18-S 


featuring an 


lumbus, 
Oftice 

spring-tension back with stationary seat. 
The 
back is quickly and easily adjustable by 
@ handwheel under the seat. 
@djustments can be 
ineluding 


adjustable 
tension of the spring-action tilting 
Four other 


tools, 


the 


made, without 
Finger-Lift control to fit 


chair to each user’s physique and com 
fort Other 
tures are the roomy, saddle-shaped seat, 
upholstered with 1” rubber latex 
and the Tufflex-padded backrest, curved 
two ways for contour comfort. 


requirements, comfort fea 


foam 


The seat 
height and depth, the 
backrest in height and pitch. For rugged 
durability, this 
steel construction 
backed DuPont 


is adjustable in 


Coseo chair is of all 
with tough, cloth- 


Fabrilite upholstery on 
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size. Six of 
11” template sheets can be 


». ; 
ise 1s 


backrest. 


of heavy-gauge 


seat and one piece 


steel without 


Available 


enamel 


seams or 


welds. with gray, brown or 


green finish and gray, brown, 


green or maroon upholstery. 
FLUID DUPLICATORS 
Rex-O graph, Ine., West Hicks 
St., Milwaukee 14, Wis., makes the Rex- 
O-graph RE and RES Fluid Duplicators 
which 


7TS40 


are electrified and have improved 
that 
automatic 


three-digit reset counters 
999, An 
been 


the 


permit 
cutout 

com- 
which 
machine in 


counts up to 
switch 
bination 


has incorporated in 


with on-off switch, 


automatically shuts off the 
the remote possibility of paper jamming. 








A special gear reduction unit is an inte- 


gral part of motor unit to simplify 
necessity of 
service, Rex-O-graph All-Eleetrie Models 


RE and RES have special control action. 


operation and minimize 


A single lever starts the machine, stops 
it and the 


master, 


also opens master clamp to 


When the 
is moved to the extreme right the drum 


receive a new lever 


automatically stops in discharge  posi- 
tion, the master is ejected onto receiv- 
ing tray and the master guide is in po 
sition to receive the new master. Model 
RES is designed particularly for quick 
change’ to revolution 


single systems 
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AUTOMATIC CLEAR SIGNAL 


There's no doubt about your ma- 


chine being cleared. The clear sig 
nal tells you — automatically. 


a oe 


FEATHER-LIGHT KEYBOARD 
Fingers fly faster with less effort 
and fatigue—aond time is saved! 


@ WRITE TODAY FOR COMPLETE INFORMATION. 


VISIBLE DIALS 


You know totals every instant 
with eye-level dials that give 
you full visibility. 


RED SUBTRACTIONS 


Subtracted items print in red 
and stand out prominently, mok- 
ing the checking of finished 
work simple ond fast. 


R.C.Allen B 


679 F 


NEW as tomorrow! 


with amazing 
MODERN AUTO-TOTALER! 





More Automatic Features 
More Visibility 


Here is a superior new machine 


that should make adding ma- 
chine history. R. C. ALLEN 
unveils the VisOmatic electric 


adding machine incorporating 


seven improved time-saving, 


money-saving features for @asier 
operation PLUS the NEW 
AUTO-TOTALER. 


AUTOMATIC CIPHERS 


Saves approximately one third 
of all key depressions because 
all ciphers print automatically. 


SPACE-UP TOTAL 


Tape is spaced to correct tear 
off position when printing totols. 
Saves poper — speeds up work. 


usiness Machines, Inc. 


* Av y 


6 


AUTOMATIC TOTALS 
AND SUB-TOTALS 


SAVES thousands of monvol 
operations 

SPEEDS up figure work 
PREVENTS errors 

CUTS operating costs 


“ADD SPEED’ KEYBOARD 


Entire amounts can be entered in 
one operation — Saves many key 
depressions every time machine is 
used. 


(Bom 


( BUSINESS 


“Se 
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Dependa! ility is the basis of confi- 
dence, It is on this dependability 
that R. C. Allen Typewriter Dealers 
rely when selling the new R. ( 

Allem “Standard”. THEY KNOW 
that dollar for dollar, feature for 
featufe the new R. C. Allen is the 
greatest typewriter value on the mar 
ket. And one they have tried it, 
THEIR CUSTOMERS KNOW IT 
TOO} Treat YOURSELF to a gen 
erous portion of this confidence by 
inquifing how YOU can become an 
R. C. Allen Typewriter Dealer. IT 
WILL PAY YOU TO KNOW! 


Look @f these PLUS features of 
the n@w R. C. Allen typewriter. 


MODEL 611 
(Six carriage 
instant Sight-Set Margin widths available) 
The exclusive WONDER WIN 
DOW iets you KNOW instontly 
thal your margin is correctly set 


Now is te time 
Now is the time 


Now isthe time 
Now is the time 


ye 





Less Time — More Lines 
The &. C. Allen “Speed Lever 
lets you set new line in o frac 
tion of the time needed by other 
standard machines 


Retyping Is Unnecessary 

Error correction control’ per 
mits deletion of characters typed 
by mistake or insertion of 
omitted characters 





Beautiful design 





- « « OTHER R. C. ALLEN FEATURES 


Long life construction 


Avtomatic and manval ribbon reverse 





Cleaning Problems Ended! 
There's no dirt, no mess in 
changing ribbons and cleaning 
type on the R. C. Alien 
ribbons, type are fully exposed 


Real Control Typing! 

The personalized key contro! 
lever lets you enjoy typing free 
dom. You'll find the ®. C. Allen 
touch-tailored for you. 


Perfect Type Alignment 
Your typing looks like fine print. 
ing on an R. C. Ailen, Type is 
avtomatically aligned by the 
newly-designed segment ring. 


Less Effort — Less Fatigue 
There's no “reaching” for the 
properly positioned R. C. Allen 
corriage. Poper handles easier, 
there's less eye-strain, 


Tensionized card holder 


© 
# 
a 
@ Ribbon feeds only when typing 
7 
* 


individual “Key-Action” tuning 
R.C.Allen Business Machines, Inc. 


679 Front Avenue, NW., Grand Rapids, Michigan 





work. It has a handy dual-position foot > 

pedal control which when depressed in 

one direction permits continuous opera- 

tion, or it can be raised and lowered at f 
will for single revolution action at a you let 
speed determined by the operator. Quick 

and easy master change is provided by 1952 go 
merely pressing the control to the right ‘ 

to pes Maree J set the master guide to a by without 
discharge position and Open the clamp to selling a 
release and receive masters. Other im = 6 

provements in design and construction : : _. Wane Form 


have been added to the Rex-O-graph mod < ’ . 
els for more simple operation, itlacrn 3 you I miss 
free performance, greater accuracy and a sure bet! 
speed of production. Rex-O-graph’s in 

standard features: 100% roller moisten 

ing, hairline registration, positive auto Fano Forms are: 
matic paper feed, wide-range pressure . 


‘ . T in 
adjustment, ete., are retained, apes: 
en eppearance 


‘pili ef 2 e Competitively 
TUBE FILES ag a yaad 
Seott-Rice Co., 610 S. Main St., Tulsa ' a“ oe? @ Shipped under 
3, Okla., makes custom built tube files , your label 
for storing maps, tracings and other large ; e Imprinted with 
sheets up to 60” wide in fire resistant E ; your name 


@ Billed to you 


Sell these 
Aano \tems 
in 1953: 


Snap-a-part Sets 





Continuous 
Carbon 
Interleaved Sets 





Continuous Forms 


Autographic 
Registers 
and Forms 








safes. The file is fitted into the entire 
safe or into only a portion of the safe’s 
space, as desired, and has a patented 
rocker base which allows tilting the file 
outward for immediate location of ma- 
terial filed in the index tubes. These 


HOLYOKE, MASSACHUSETTS 
Established Dealers wanted in the 
South, Southwest and Mid-West. 
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LOOK! 


Before You Buy 


Chem-Board Storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files. They are shipped 
assembled ready for 
use, securely stitched 
with steel wire. They 
have no gum or fixtures 
to work loose. See other 
features below. Write 
today for list of users 
and illustrated price list. 


CONVOY, INC., P.O. Station B, 
Box 216-H, Canton 6, Ohio 





Supports 

ever 540 pounds 

and operates easily! 

FEATURES .. . stack to ceiling © mate 
together vertically * operate freely without 
sagging or binding * repel vermin ¢ can’t 
rust * are impervious to moisture * have 
positive drawer stops * follower-blocks are 
available. 


CONVOY c-Goard/ 
STORAGE FILES 


tube files can also be fitted into custom 
built 
or executive offices, 


wood cabinets to match the decor 


STENCIL DUPLICATOR 


Milo Harding Co., 434 West Pico Blvd., 
Los Angeles 15, Calif., manufacturers of 
Tempo stencil duplicating equipment and 
supplies, announces its appointment as 
distributors in the U. S. and 
Canada for the Geha Stencil Duplicator. 
Geha have 


national 


been manufacturers of pre 


for more than half a 
Designed with special features 
for the American market including quick 


cision equipment 
century. 
color change, the Geha Duplicator is 
precision built to the highest standards 
of fine craftsmanship. Available in a 
electric 
models, all with dual-cvlinders and em- 
ploving the use of inks, Any 
cards up to 14” in 
length, can be used and all models have 
815” x 14” 
all, On electrics, blower removes paper 
lint. Addition of the Geha 


hand-operated model and two 


paste 


paper, from post 


a printing surface of 


over- 


models, to- 
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Here’s your opportunity... your 


double opportunity to cash in with two eee 
Electric 


of the fastest selling business machines ate 
Monroe 


on the market today. Adding Machine 


ortunity knocks twice! 


To keep pace with the rapidly 
expanding market, Monroe for the first 
time offers you a dealer franchise. 

This franchise brings you two famous 
Monroe lines —the ever-popular 
Monroe Adding Machine plus a preferred 
line of Monroe Calculators, both with 
full keyboards, in hand or electric 
models, all capacities. 


If you’re interested in expanding 


your business, increasing your sales, 


volume, goodwill, you'll want to know + —~ World-famous 


more of this unusual offer. And we'll be 


glad to give you full details. 


Just write ... today! * 
Monroe Calculating Machine Company, Inc. 
Dealer Sales Division, 
/ 555 Mitchell Street, Orange, N. J 


Send information about the Monroe dealership plan 








NAME 


MONROE =~ 


CALCULATING, ADDING & ACCOUNTING MACHINES STREET 


MONROE CALCULATING MACHINE COMPANY, INC. city 
General Offices, Orange, N. J. 
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gether with Milo Harding’s Tempo Elee 





tric Duplicator, is designed to carry out 

their policy of selling the equipment and 

supplies best suited for each user’s var 

ticular requirements. Matching metal 

cabinets and stands are available for the 

| different models, and are manufactured in 

the U.S. Geha Duplicators are fully guar- 

= | anteed and all supplies for these ma 

FOR et chines, including stencils and paste inks, 
ies are manufactured and distributed by 


Milo Harding Co. 


REGISTERS CARBON PACKS 


Carbon Paper Pae Co., 210 8S, Clinton 

| St., Chicago 6, IIL, makes Carbon Paper 

> Paces which consist of from 1 to 9 ear 

MACHINES Wie, bons stitched at top to a backing sheet. 
| Their edges are stepped at bottom and 


contain a thumb-cut for easy insertion of 





copys sheets. \ special loading board 


TELETYPES 


Sold by Leading Stationers 
and Office Machine Dealers 
because they are priced for 
profitable RESALE and are 


Absolutely guaranteed to operate. 
Used in every store and office. 

Clean cut, lintless—no splices. 
Micromatically accurate—each roll 
tested. 

Wound to fuller yardage. 

Red-ink warning signal marks end. 





Packaged in small, convenient boxes. 


All sizes and colors, standard or 
special. 
Write for Dealers’ Price Schedule is used to facilitate fast insertion of re- 
and Specifications Sheet. quired sheets for making carbon eopies 
of correspondence or forms. Paces are 


RITTENHOUSE loaded in advance by unskilled help to 
PAPER co. save typist’s time collating and jogging 


copy sheets and carbons. The manufac- 

6405 S. WENTWORTH AVENUE turer claims actual tests indicate the 
CHICAGO 21, ILLINOIS ~ Carbon Paces can be reloaded and reused 
SS for making clear copies from 40 to 50 








Tue Orrice—December, 1952 





times. Carbons cannot curl or wrinkle, 
nor be used wrong-side up and hands 
and copies are kept clean. Full infor- 
mation and sample can be had by writ 
ing above address on business letterhead. 


STAMP PAD 


Carter’s Ink Co., Cambridge 42, Bos- 
ton, Mass., makes Carter’s Foam Rubber 
Stamp Pads which hold a large supply 
of evenly distributed ink for clear, lint- 
less impressions with a minimum of ef 
fort. Pads are made in two sizes: No. 1, 
2%” x 4%” and No. 2, 34” x 6%”, in has a tight fitting cover which opens 
purple, green, blue, red, black and un easily. Corners are rounded to prevent ink 
inked. The strong, attractive steel box seepage and rounded edges prevent cut- 





DASHastripper 


The greatest development in 50 years to aid the 
addressograph operator is READY NOW! 


NO CUT FINGERS! 


NO BROKEN 
FINGER NAILS! 


NO DIRTY HANDS! Order one today for every per. 
EASY TO OPERATE! your addressograph department. 


For years addressograph operators have hated 
Stripping plates and cards from frames. Many 
operators are discarding expensive frames because 
they don't want to break fingernails, cut their 


hands, and get covered with hard to remove ink. 

DBM created the DASHastripper to work with J 
every type of frame. One swift motion and the on y 
plate is ejected. Another swift motion and the 

card is ejected. 4 —e. 


NEW LIGHTWEIGHT DRAWERS enente sayenere ap the 


or DASHAmat and Speedaumat SAVE 40 ORDER NOW from ----- 
*OUNDS PER CABINET. Dashew Business Machines, Inc. 
847-A North La Cienega Blvd. 


NEW ADDRESS AND Los Angeles 46, Calif. 


Please send .... Dashastrippers at $3.50 each , 


IDENTIFICATION PLATES Name 


Ask about the new colored, chemical and corro- — i. State. 

ion resistant identification plates for materiel gn a ce a feel age 

ind property identification. ' €.0.D. Check enclosed ["} Invoice [) 
' Send information on plates [ on drawers [ 

Jealer inquiries invited. 
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famann 
CALCULATING MACHINES 


e require minimum of mechanical service 

he Long non-rotating setting levers make for speedy 
setting 

* Models AUTOMAT S and T have same efficiency 
as large keyboard machines, but small and handy 
size. They are equipped with universal motors 


adjustable to all currents and voltages 


HAMANN 
for V Get! iW Wal ict F ver.) | motes 
2118 Land Title Building 


Philadelphia 10, Pa. 


e dealers wanted where € 
not yet represented 


ting hand stamps and fingers. A special 
enamel on the inside cover prevents cor- 
rosion. Illustrated Marking Supply Cata- 
log with prices and specifications of 
many items is free from above address. 


POSTCARD SPIRIT DUPLICATOR 


Hart Mfg. Co., St. Paul 4, Minn., 
makes the Hart Posteard Spirit Dupli- 
eator which lists at $29.95 complete with 
supply kit, plus tax. It prints postcards, 


eI nye 


tags, labels or other sheets up to 4” x 6”. 
Machine has automatic feed, front stop 
registration control and cartridge-type 
roller moistening unit. Literature from 
above address. 


PHONE-CALL TIMER 


nounces the Model TTT Telephone Timer 
for automatically caleulating time of 
long distance phone calls. It is designed 
to rest on top of the switchboard and 
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Pe S ») Ap 
bb af 
result from “ ® 


sparkling type... 


ond the best known ty MooRE KEY CONTROL 


means to that end is : i mace 
the incomparable i 


CLAR-O-TYPE 


Here is the simplest, fastest and Key Cabinets, Filing Cabinet Trays, 


CLEANest type cleaner—a favorite 
with bosses and typists alike. The Desk Drawer inserts, Key Panels 


sturdy dauber eliminates spattering “A for Every Size Including Tags, Re- 
‘ and drudgery. Slower evaporating \ 3 
Sut ok Gaul ames eee teas A ceipts, Index Cards, Key Envelopes, 
inflammable. Try CLAR-O-TYPE and | \ etc, 


watch your letters really sparkle! \) For Information write: 
P. O. MOORE INC. 


302 Fourth Ave. New York 10, N.Y. 




















THREE-QUARTERS OF A CENTURY’S SERVICE 





FORCE OUTLYING 


METAL | PLANT LOCATIONS INSTANTLY 


DBATER \ a ACCESSIBLE 
| utehly... 
automatic Sally... 
date change = 4 


MODEL 450 ime WHEELER 


Self.inking * Deeply ; en ye igi 


engraved wheels. \ TELEPHONES 
Also, Model 400 
METAL DATER for 


small spaces. intercom equipment that oper- 
Model 400 ‘ ates WITHOUT BATTERIES or 


Write for information on this 
thoroughly tested and proved 


Facsimile 


‘ Impression ‘ JAN 23 "54 outside power source . . . re- 
‘ NOV 26 1970 Sag SRE quires no maintenance. . . is 
I , Lp always dependable IN EMER- 
. 2 WES. , GENCY. LOW first-and-last cost. No electrical hazards. 
W M ° A ‘ F () R C E Bor Handsets, Pair Phones, or complete intercom. 
| ere). 12-4) Ramn 1010) 420) 7.00 20) ase 


216 NICHOLS AVE., B'KLYN, N. Y. ¥ 


5 OF ice New York, Chicago, San Fron., Montrea 
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ulso provides the operator with correct 

time at a glance. Since it is the same 

timer used by many telephone companies, 

it is possible to synchronize the private 

switchboard’s time with the telephone 

$ nvin j companies’ switchboard — time. Self- 
C € starting electric movement for 110 v., 

60 eyele, AC, in walnut, ivory or black 
plastic case 7%” long, 4” deep, with 6-ft. 
for profitable sales | cord, shipping weight 3 Ibs., $10.95 f.o.b. 


above address, 


the quality line 


FLUORESCENT PAPERS 

Invincible 7 td Dennison Mfg. Co., Dept. TO, Framing- 
Carbon Paper FY | ham, Mass., offers small unit packages of 
Top-quality, 100% rag “- | gummed and ungummed Day-Glo Papers 
content for those who re- Oe | in full or quarter-size sheets. The royalty 
jeeioe the bout. on the paper has been prepaid by Denni- 
son and paper can be used without re- 
= striction for experimental, educational, 
Invincible 3 Z | design or layout purposes. These pack- 
Ribbon a | ages answer requests for small quanti- 
Finest imported cotton es | ties of Day-Glo Papers in daylight fluo- 


superbly inked for clean, Re P rescent colors useful for signs, posters, 
clear printwork. 


Invincible 
Stencils 

Produce clean-cut copies 
with the “printed look” 
customers demand 


Invincible 
Duplicator Ink 
Surpasses U.S. Govern- 
Ment standards . . . free- 
flowing and quick drying. 


Ask your local § he artwork, school and craft projects, No. 
Remington Rand + 
Dealer Sales Division : 10” 
Representative for 
Complete Details 


2305 is an assorted color package of 
x 121%” gummed sheets, in a die-cut 
display envelope. Package contains two 
sheets each of the five Day-Glo colors. 





No. 305 is a similar package of 916” x 
Dealét Sellel Oicieen 1214” ungummed papers in a display 
envelope. 25 sheet packages of gummed 
Hemington Mand and ungummed Day-Glo Coated Paper in 

Ee el ee we vende : full-size sheets also have been added to 
the royalty-paid line. Sheet size of the 
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EXECUTIVE STYLE CONVENIENCE 


Now FOR THE ENTIRE OFFICE STAFF!! 








Overhang Top 
Desks for... 


* Executive Styling 
* Modern Efficiency 
* Beauty 


* Convenience 





WORDEN i Holland, Michigan 
HOLLAND MICH 200 East 17th Street 





cay the Worden Company 





R AS 
ONLY 7 £X- ROTAR H 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


Get the facts on the revolution 
in stencil duplicators . . . 
The introduction of the revolutionary 
REX ROTARY 270s set entirely 
new standards in the imeograph 
fleld. For the first time a stencil 
duplicator provided 
COMPLETE AUTOMATIC 
CONTROL that can be pre-s 
produce light, medium or dark copy, 
bell signals When ink supply ig 
exhausted, 


COMPLETE ELIMINATION OF 
LEAKING INK = and messy ink 
dads, 


PRINTING PRESS PRECISION in 
registration control, ubiformity of 
Copy and automatic fee, 


, PRICED TO SAVE You AS MUCH 
Electric Multi-Color AS 50%! 


STENCIL DEALERS! Some territories stint 


NTTRH LIME distributors.” “Aled and aggressive 


—a 2 me me —_ 
Rotary Dis YT 

ca-fetery Stotributing Corp 19 W. 31 St., New York 1, H 
: “ va 0270 duplicator ond 

— have more information about the new Rex Rotory H 


the nome of my neorest distributor 1 


Neme___ ‘ajenciemnitantiaiasasiteiiatial 


A 
tT or | 
ewesib UntDep nanan 
ate 
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“DEALER'S CHOICE’ 
BUILDING BUSINESS 


Rare! 


GRAYTONE MODELS 


WITH DIRECT SUB"'RACTION 


MODEL B192E 


Electric Printing Calculator 
9-Column Totals up to 9,999,999,99 


MODEL B192 


Hand-Operated Printing Calculator 
9-Column Totals up to 9,999,999.99 





Some territories now 
open for exclusive as- 
signment. If interested in 
securing an exclusive 
and profitable agency, 
write for full information. 


EXCLUSIVE 
SALES 
AGENCY 
PLAN! 














BARRETT ADDING MACHINE DIVISION 


Lanston Monotype Machine Company 
24th and Locust Sts., Philadelphia 3, Pa., U.S.A. 


gummed papers is 20” x 25"; 


i” = eo’. 


SOUND-POWERED PHONES 
Wheeler Insulated Wire Co., 1106 East 
Aurora St., Waterbury 20, 
fers a free file-size comprehensive eata 
bulletin SA-25 
communications equipment. 
the Pair Phone 
Intercom System and a 
Master Phone System, with detailed list- 


ungumimed, 


Conn., of 


log covering sound pow 


The 


System, 


ered 
line ineludes 


Multi-service 


ing of special service equipment and high 
level handsets. Advantages of the sound 
powered electric telephones are: no bat 
teries, no outside power, no electrical 
hazards, low-cost installation, added pri 
service, no mainte 


vacy, trouble-free 


nance, clear, 
itself 
for its 


true speech reproduction; 
The 
required 
Instruments 


loud ringing signal. voice 


the 


transmission, 


generates eurrent 


follow stand 
ard telephone design, with heavy duty 
corrosion resistant 


construction and 


parts. 


SAVE ON 


Write for Free Catalog 


Consolidated 


Office Supply Co. 


711-A S. Dearborn Street 
Chicago 5, Ill. 


OFFICE SUPPLIES 


Welty i Kele) @ 
=a AA 3 Be) -] 3 


Today’s Standard 


Glassine or 
Cellulose 
Transparency 


Original 
Outlook feature posi- 


tioned to suit your 


particular needs. They save cost of addressing 
—eliminate errors. Used the world over. Write 
for samples and trices today. 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W Washington Blvd Chicogo 7 ors 


The 
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TYPE CLEANER 


Mittag & Volger, Inc., Park Ridge, VAR: GRAPH 
w. J. 


announces its Press Kleen Type 


ee eMeMMROMM LETTERING INSTRUMENT 
. sh a oe 


Now anyone can do perfect hand-lettering to fit 
any job. Varigraph letters more than 500 sizes 
| and shapes from each of 113 type style templets. 
Write today. No obligation. Dept. 67 


VARIGRAPH CO., INC. Sin 


in a rubber handle which is gently | 
pressed against office machine type faces | 
to make them sparkling clean. Press 
Kleen is simple and fast to use and re- y STOCK 
tails for 50 eents,. SIZES 

OF CHAIR MATS 
V4” Temp. Masorite 


No. 1—36 x 48 $2.70 
DICTATING MACHINE No. 4—48 x 48 Wide Lip _..... $4.25 


Magnetie Recording Industries, 30 Excellent for Steel or Island Base Desks. 
3road St... New York 4, N. Y., announces Minimum quantity at this price—10 
that the simple motion of closing the lid Fob. CHAIRMASTER 
72 Park Place, Passaic, N. J. 


| Are Your Guide Tabs 
| BROKEN? <3 ube 





Unbreakable spring Jaws 

clamp them firmly to cards but 

permit removal or rearrangement 

Large openings covered by trans 

parent pyroxvlin, white, blue, green, vellow, pink, or red 
insertable labels in perforated strips for typing 

2 Sizes, 1” wide and 2”, Tops straight or bent back 
Sold by leading stationers, U. S. and foreign, or sent 
ppd. to responsible firms on 30 days’ trial. Price list free 





transforms the 54-CBS  Voice-Master 


. ; - . Samples (5 or less) 2 cents each. 
model from its oftice dictation use in 


30,000 used by Dennison Mfg. Co., 
Framngham, Mass. 


CHAS. C. SMITH Co., Mfr. Box 745, EXETER, NEB. 


stantly into a_ self-enclosed and com- 
pletely portable instrument. Weighing 
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STATEMENT 
a ¢.0. conpoeaTio® 


with 
\enmow. 
ATTACHED 


Modern Business forms Mtg. Co 
308 E. 8 th th St. Cincinnati 2 





| Mf d. in | OPERATION 








E Xx P ORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries. We guar- 
antee prompt personal attention, lowest 
prices and absolutely reliable service. 


Richard Gibian 
a LAFAYETTE STREET 


EW YORK 13, N. Y. 
Cables w+ MD Telephone: REctor 2-6580 











MARVEL 
MAIL OPENER 
$31.50 Delivered 


Three times as fast as by hand. Opens all sizes 
of envelopes up to 12"' long. |-year free service. 


Order today or write for information. 


ACTIVE MAILING MACHINE CO. 
537 S. Dearborn St., Chicago 5, Ill. 








CASH REGISTER 


WRITE FOR LATEST CATALOG 


International Cash a Parts Co. 


Successors to 
Chicogo Cosh Register Ports 
2810 ADDISON STREET, CHICAGO 1 . ILLINOIS 


onlv 11 Ibs.. this Voice-Master model 
provides a retractible handle and may 
thus be taken any place at home, on a 
Foldable papel 


guaranteed for one full vear’s reuse, may 


train or plane. dises, 
be: mailed in any standard envelope, six 
Though the 


removed during regular 


for 3 cents. self-enclosing 
cover may be 
office use, it 


usually serves as a con 


venient correspondence tray where the 
user may place his completed dictation 
ready for instant dispatch and transerip 


tion by the secretary. 


EXPANDING-FRONT FILES 

Northwest Metal Products Co., Dept 
O, 1337 E. Mason St., Green Bay, Wis., 
makes the 3400 line of V-Expanding 
Drawer Vertical Files which allow using 
approximately 20% more filing space in 
each drawer. The expanding front does 
not open when the drawer is pulled out 
but operates only when clerk has located 
the desired folder and is ready to remove 
or place 


something in the drawer. No 


bale is required to keep the filed material 


in place when the front is expanded. 
Northwest makes these files in 2, 3, 4 and 
5 drawer models All drawers ride on 
heavy cradle suspension slides for quiet, 
easy operation. Each slide has 10 rollers: 
8 with 13 ball bearings each and two solid 
steel compensating rollers. The entire 
éabinet is sturdily built and each drawer 
has full double side walls. Hardware 1s 


of the highest quality. Available with 
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and without locks. Write above address 
for literature containing complete specifi 
cations and prices of all models. 


MAIL HANDLING 
Pitney-Bowes, Ine., 3415A Pacifie St., 
Stamford, Conn., offers a free illustrated 
l6-page booklet titled, ‘‘How to Get 
Your Mail Out,’’ which describes the pro- 
cedure of using metered mail and tells 
why metered mail receives faster 

dling in the post office. 


N EW t ARCO’S 
round: 


han 


STAPLERS 

Automatic Pencil Sharpener Co., 336 
Foothill Road, Beverly Hills, Calif., will 
distribute a line of staplers, 
Sweden, under the trade name 


made in 
= Apsco e 
through a reciprocal trade agreement with 
the Swedish firm. 
models, the larger, Model 
210 Apsco staples or 
standard No. 1 wire staple. 
drawer makes 


Available in two 


2002, 


\ psco 


loads 2001 any 
A fingertip 
loading ot 


staples easy 
and the sliding anvil allows for either 


EN-RIN 


RUBBER BANDS 


QWaeessAsk TO SEE SAMPLES OF 
N THIS EXCELLENT NEW TYPE BAND 


EASIER to pick up, HANDIER, QUICKER to use! 


STRONGER all around, yet COST NO MORE. 
Here’s SOMETHING NEW ... The Band of 


Tomorrow that makes all others 
old-fashioned. 


ORDER NOW! 
SAME PRICES! 


ALLIANCE 
RUBBER CO. 


ALLIANCE 8, OHIO) 
SLIDELL, LOUISIANA cee 


pee 


SS 


Over 300 sizes 


123 

















Stands Out for Office Economy 


— GATHERING RACKS 


S$ papers sometimes GUARANTEED to produce quicker and more 
Whe @ {tus is done quickly and geeurate results than any other collating aid 
e with Evans Gathering Ra: on the market. 


Sorsna baageerh ae 8 MODELS 
Priced $11.00 to $25.00 
ed ansle for fingertip gathering or sortin SHOWN: 18-Section TU Model 
t sate me Racks a apse “ted eiamia ae. at $25.00. 


See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 





THE EASY way 
TO DESTROY 
OLD PAPERS 


The new "Silver Executive’ Paper Shredder destroys confi- 
dential papers, obsolete records completely . . . quickly! 
Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into |/4” strips . 
makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET : SALEM, OHIO 
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Non-clog and fool 
proof, Model 2002 may also be used as 
an efficient tacker. 
green with bright parts of highly polished 
chrome on a base of copper-nickel to re- 
Model 
4004 provides a handy, low-cost, all-pur 


stapling or pinning. 


Finished in a forest 


sist corrosion and wear. Apsco 


pose stapler. This model also embodies 


the sliding anvil for stapling and pin- 
ning. 
easy removal of the base, if it is not 
needed, makes it a handy stapler plier 
that may be easily carried in the pocket. 
high quality materials and 
workmanship that are found in the larger 
and more expensive Model 2002 are found 
in this economical stapler. It loads 105 
Apsco 4001 staples or any standard No. 1 
wire staple, 


The same 


REFERENCE FILE 


Diebold, Ine., 2047 Mulberry Rd., 8.E., 
Canton 2, Ohio, makes the Reveldex, a 


functional file designed for split-second | 


reference operations with maximum ca- 
pacity in minimum space. Forms are filed 
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The small convenient size and the | 


The AMAZING NEW 


‘an TYPEWRITER 


Rugged and husky in its construction to 
give years of service, yet smart and 
modern in design, the new Olympia 
feather touch light office typewriter 
invites comparison with any other 
machine. Make a point by point inspec- 
tion. Check its many outstanding exclu- 
sive features. Note its beautiful finish. 
And you will be amazed at its reason- 
able cost! 


Made in 
Western 


Dealerships Germany 


available 
Write for Illustrated Literature 


INTER-CONTINENTAL TRADING CORP. 
90 WEST ST., N. Y. 6, N. Y. 











Dealerships 
Available for the 


COLUMBIA 
GLYCO-MASTER 


VAPORIZER 


The finest machine 

of its kind for the 
prevention of colds and 
upper respiratory diseases. 


The sneezing season is here! This fall and 
winter will bring colds, flu, strep, etc. to 
countless workers in offices, stores and shops 
throughout the country. 


Columbia Chemical offers a proven method 
of prevention to these costly infections—a 
method so effective it is being used by the 
U. S. Navy*. It consists of the Glyco-Master 
—a compact, economically operated vapor- 
izer using Glyco-Cide (tests have proved it 
better than 90% effective against certain air- 
borne viruses and bacteria). 

Helps office managers and shop keepers save 


thousands of dollars by reducing absenteeism 
among workers. 


Write to- 

day for com- 

plete informa 

tion about thts 

excellent sales op 
portumty. 


COLUMBIA CHEMICAL CO., Inc. 


154E. Erie Street Dept.O “hicago II, Ill. 
"Columbia—The Gem Of The G. u| Vaporizers" 


*Information 


nvrequest 


m horizontal rotors. From one to five 


rotors may be used, providing housing 
S100 The 


independent action of the rotors allows 


for up to reference records. 
records of different sizes and applications 
to be housed on the same unit for vari 
Reveldex ree 


ous reference functions, 


ords are always 
tips. The rotors bring the record to the 
clerk with a minimum of effort. Several 
persons may use Reveldex from any di 


at the operator's finger 


rection at the same time, thus speeding 
the flow of the reference operation. Con 
trol by exception is another feature of 
Signals on records noting un 
fully 
spotted quickly. 
be offset 
cards 
Both 
ord can be fully exposed for easy reading 


Reveldex. 


usual conditions are exposed and 


can be Records them 
selves may 


different 


for signalling o1 


eolor may be used to 


identify classes. sides of the ree 
without removing the card from the file. 
To further speed the reference operation, 
Reveldex may be used with one hand 
while phoning or writing with the other. 
Reveldex may easily be placed in a safe 


or vault at night for fire protection. 


WHOLESALE DRUG SYSTEM 

International Business Machines Corp., 
Dept. OF-5, 590 Madison Ave., New 
Yorxn 22, N. Y:, how improved 
service available to 


shows 


and economy are 
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48 Pages 
8x10 
$3.00 


[pleat 


; 


hey | i 
“aettse Panel 


OFFSET alti 


Stock promotional headings, for reproduction. 
Book of 2,000 classified specimens, only $3.00 post 
paid. A rich source of practical help and inspira 
tion. Thousands in use. Available also are other 
books containing promotional art, cartoons, bor 
ders, panels, Most complete 
Free descriptive booklet. Sales 
ves wanted in metropolitan districts. 


A. A. ARCHBOLD, Publisher 
1209-E S. Lake St. Los Angeles 6, Calif. 


holiday art, etc. 
in U. S. 


representati 


service 





LETTER 
& LEGAL 
SIZES 


VANGUARD 
STEEL STORAGE FILES 


Stack without sag 
operation. Oven. 
finish trim, 


“Double” as active files. 
or bulge. Easy roller 
baked gray or green—bruss 
Prompt shipment. 

CONTACT YOUR DEALER TODAY 


Vanguari 


Lapinaing Madang Company 


er Oe @ eek, me Senne eo 8 oe 


THe Orrice—December, 1952 


for the best in 


ZIP-A-PART 


carbon 
interleaved 

forms 
ask for free 
samples and 
information 


BATTYE-FRANKLIN CORP. 
Franklin Building 
720 South Dearborn 
Chicago 5, Illinois 


Saas eee ee See eee ee ee eee eeee ee ee eeeee8 4 
iF rTrrerererererreseeeetéierirrererreretierrttrtterttttterttttrtittttL 


sell the best in protection 


sell SCHWAB SAFES 


a complete line of Underwriters’ 
label Class A, B, C, FIREPROOF 
SAFES * VAULT DOORS ° 
tile Class E round-door burglar- 
proof CHESTS. 


mercan- 


WRITE FOR INFORMATION 


the SCHWAB SAFE COMPANY | 


LAFAYETTE. INDIANA 








wholesale drug companies through use of each customer. Similar commodity ecards 
IBM electronic and electric accounting are automatically punched at a rate of 
machines for accounting and reporting 6,000 an hour with information describ 
procedures. The flexibility of the ma ing each item of merchandise in the ware 
chines and methods makes it possible to house. The commodity eards, with the 
meet the needs of large and small ware master customer cards, are used to pre 
houses. The basic reeord in the IBM pare bills, commission statements, ae- 
method is the IBM card. Master cards, counts receivable and gross profit reports 
containing the required identification for and records. Manual pricing and dis- 
billing information, are maintained for counting are eliminated, preventing 











Six-percenter! 





Six cents saved in an airmail stamp is a better than 
. or . erauiag 
average net profit on a dollar these days! ... This S-120 re 


“7 ve 


ee 2 


Saves real money in most offices, avoids a wasteful 
overpayment and embarrassing underpayment ... and 
Saves time in mailing, too. 

The precision-built automatic pendulum mechanism is 
fast-acting, very accurate. Chart graduations, a full 
half-inch apart, leave no doubt of the exact postage! .. . 
There are also PB 10 Ib. and 70 Ib. scales for parcel post 
... Ask the nearest PB office to show you, or write for booklet. 


FREE: Handy wall chart of new Postal Rates for all classes of mail, complete 
with changes, and parcel post map showing zones for any locality. 


= PITNEY-BOWES 
(Ps) Mailing Scales) sen 


= PITNEY-BOWES, INC. 
3432A Pacific St., Stamford, Conn. 


Originators of the postage meter 


. offices in 93 cities 
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errors of omission and transposition and 
reducing repetitive and unproductive 
clerical operations. Two basic plans for 
item selection and order filing—the ware 
house bin plan and the central commodity 
file plan—are described, along with other 
operations that can be handled efficiently 
and profitably with IBM accounting ma- 
chines, in a free illustrated booklet avail- 
able from above address. 


PAPER RACK 


All Purpose Metal Equipment Corp., 
Rochester 14, N. Y., makes the TR Jr. 
All-Purpose Traveling Rack that oceu- 
pies 5 sq. ft. of floorspace and stands 
36” high. Designed for mailrooms or 
letter shops and duplicating departments 
where a low built traveling rack is more 


practical to use than the taller TR Sr. 
model. TR Jr. carries 10 All-Purpose 
Hook-On trays measuring 3” x 9” x 32”, 
Overall size is 24” x 24” x 36”. Rack is 
mounted on four 38” casters (two swivel 
and two rigid) but is available with 4” 
or 5” easters at slightly higher cost. 
Trays and rack are made of heavy gauge 
welded steel finished in baked gray en- 
amel. Rack is easily pushed or pulled 
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RD CALCULATO 


FABBRICA ADDIZIONATRICE ITALIANA s « 


VIALE UMBRIA 36- MILANO 


129 


T FROM 
Sane Pcie cannon 


FOR ALL TYPES OF BOOKKEEPING 
MACHINES & SYSTEMS 


INCREASE EFFICIENCY + SAVE TIME, MONEY 


* Duplicate Fold Over * Single Edge 
* Snap Out * Fine Line 


PRECISE CARBON FORMS ARE LOW PRICED! 


For Quotation Write to 


PRECISE CARBON FORMS 


359 JAY ST. - BROOKLYN 1, 


“SLIP-ON’’ LABEL HOLDER 





$O-1 For t"* Ring Books, 25c ea. 
$O-2 For 2" Ring Books, 35c ea. 
SO-I'% For 1¥%2"' Ring Books, 30c ea. 


OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 


On Stationery Counters Everywhere 


NOW ... YOU CAN MAKE 


DRY Photo COPIES 


of anything typed, written, printed or drawn 
IN YOUR OWN OFFICE 


with EXACT-PHOTE-COPY 


DRY PROCESS MACHINE 
Speedy © Easy © Economical 
Prices start at $80.00 


Write for literature on our 
dry and wet process machines. 


GENERAL PHOTO PRODUCTS CO., Inc. 
CHATHAM, NEW JERSEY 














Disendatic AUTOCOPY 
DUPLICATOR PRODUCTS 


aad SUPPLIES 

FOR STENCIL, 

GELATIN and 
LIQUID PROCESSES 


INCORPORATED 
Chicago 43, Ill 
Paes 


AUTOCOPY, 
12150 South Peoria St., 
18 West 18 Street, New York 11, 


through aisles and turns in limited space. 
As a All-Purpose Traveling 
Racks, Racks, Hook-On Trays 
and other combined to keep 
letters, broadsides, bulletins, envelopes 
and other printed material 
through orderly 
Printed matter is put in trays wherever 
the material is being duplicated, folded, 
collated, inserted or otherwise handled. 


system, 
Whirling 


units are 


moving 


processes of operat ion, 


WASTEBASKET 


Vanpe, Ine., 4615 S. State St., Chi 
eago 9, IIL, makes the Dan Dee Waste 
basket Model 1315 of high furni 
ture steel with only two vertical seams 
eight. 
with a 
rigidity and 


grade 


instead of four or Corners are 
gently 
bend for 


tive, streamlined 


radius 
attrac 
WwW rap 


rounded smooth 
increased 


appearance, The 


around rubber bumper completely encir- 
cles the upper edge of the basket and 
prevents marring of furniture and walls. 
The flexible rubber strip is held in place 
securely by a tight-clamping steel chan 
nel welded to the basket. Available in 
walnut baked 
dimensions are 13” square by 15” 

information, write 


gray, enamel. 
Overall 
high. For 
the manufacturer requesting new catalog. 


green or 


complete 
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‘“Paper Punches Every Office Needs!”’ 


CLIX 


3-HOLE PAPER PUNCH 


Simplest, surest paper punch made. Punches 
all 3 holes for 3-ring binder sheets at a single 
squeeze. No adjustments to make, no gauges 
to set, no places to mark. Insert sheets and 
squeeze! Weighs less than 16 ounces; fits 
brief case or desk drawer. $3.75 list. 


MODEL 3..Punches 3 holes 
\%{" dia., spaced 44%" on cen- 
ters, 4%" from back binding 
edge — standard spacing 
11° x 844" sheets. 


CLIX 


1-HOLE 
PAPER 
PUNCH 


Personal paper 

punch for indi- 

viduals, home, 

office and industry. Light pressure of thumb 

punches clean 4" hole instantly in paper, light 

cardboard, etc. Ideal for punching tickets, tags, 
restaurant checks. 24 in counter 
display carton. 50 cent list. 


MODEL 100... Punches \’ 
hole, \%" from binding edge. 


Order from your Stationer or Office Supply Dealer 
NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 
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EWS 


of the Office 





Jay <A. Phillips, 
Houston, 
elected president of 
the 
tute of Accounts for 
the 1952-53 
Vice 


elected 


was 


\merican Insti 
term. 

presidents 
were Thorn 
ton G. Douglas, Los 
Angeles; Samuel W. 
Liskew, 
2 Coleburke 
Lyons, Detroit; and Mark E. Richardson, 
Washington, D. C. Harold R. Caffyn, 
New third 


as treasurer, 


Jay A. Phillips Louisville, 


York, was elected for a term 


SAM Honors Appley 


Lawrence <A, 


Appl y president, Amer 
Assn., received the 195z 
Award 


SsocietVv 


ican Management 
Relations 
the 
of Management. 


Human presented an 


nually by for Advancement 
The award is presented 
the 


field with particular attention to improv 


for outstanding accomplishment in 
ing the personal satisfaction of workers 
Presenta- 
WwW. Jochim, 
Products 
who is president of SAM. 


in the free enterprise system, 
tion was made by Edward 


general manager, Personal 


Corp., Chicago, 


Reducing Worker Turnover 

The 
salesmen, can be used to reduce turnover 
of oftice 
$100 per emplovee. 


follow-up technique, familiar to 


workers costing an estimated 


Described in a Uni 
bulletin, 
Robert L. 


interview 


versity of Illinois 
Oftice Workers’’ by 
Supervisors should 


‘* Selecting 
Peterson. 


new em- 


132 


plovees at given intervals after emplov- 
ment, usually three months, six months 
and one vear, when the supervisor talks 
privately with the emplovee about his 
work and, if necessary, tells him how it 
can be improved. The emplovee has a 
chance to talk with his supervisor with 
out overtly seeking him out. The obliga- 
tion of the employment office is to send 
a follow-up form to the supervisor to re- 
port 
with the emplovee. 


sonnel officer to evaluate placement and, 


satisfaction or dissatisfaction 


This allows the per- 


his 


if necessary, shift employee elsewhere or 
difficulties, 
include re 


change conditions causing 
Other techniques described 
testing, interviewing, 
and 
There is also a comprehensive list of em 


F ree 


cruiting, screening, 
selection, placement orientation. 
ployment tests for office workers, 
copy of bulletin can be had from College 
of Commerce & Business Administration, 
Urbana, Il. 


University of Illinois, 


Records Workshop 

A third Management Work- 
shop will be offered by the Downtown 
Center, University of Chicago, 19 8. 
LaSalle St., Jan. 7 through March 15, 
under direction of Vera A, Avery, records 
analyst, and Freida Kraines, records and 


Records 


library supervisor, Chicago Park District. 
Designed to acquaint executives with 
objectives and principles of sound records 
management and for all who are engaged 
in some phase of records work, the Work- 
shop will provide an opportunity to dis- 
cuss and study various methods of classifi- 
cation of records, application of micro 
filming, storing and processing of records, 
developed 


application of commercially 


filing systems, coordination of 
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How comfortable should 


an executive’s chair be? 


Let's consider this very popu- 
lar Sturgis chair, the No. 1805 
Senior Spring-Rest. The seat 
has a thick cushion of foam 
rubber on coil springs. The 
spring back is thickly cushion- 
ed with foam rubber. The arm- 
rests are cushioned with foam 
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rubber. Sound luxurious? It 
is luxurious. 

But—and here’s the business- 
like point—it’s luxury under 
control. For here is no chair to 
loll in. Relax in, yes. Slump in, 
no. This is a chair that has 
been designed and engineered 
to keep you in your place, to 
encourage the posture that 
discourages fatigue. In short, 
here’s a chair that’s good for 
you, even though it lets you sit in 
the lap of luxury at a general 
admission price.* 





pronto 


STORAGE FILES 


20 sizes to choose from. Size and price chart on request. 


LOCATE YOUR RECORDS EASILY—No more need of fussing 
and fuming. With Pronto files you can get at all records 
just as easily as in your regular active files. 

STURDY CONSTRUCTION—Prontos are built of 275-lb. test 
corrugated fibre board and reinforced with steel on the 
shell and the four corners of the drawers. 

BEAUTIFUL APPEARANCE—Pronto files are beautiful in appear- 
ance, finished in an attractive olive green. The steel drawer 
front matches your regular active office files. 


SAVE FLOOR SPACE—Constructed to interlock into solid units. 
Stack as high as the ceiling—save valuable floor space. 


Letter Size 
$3.55 


Legal Size 


$4.35 
Check Size $2.40 


PRICES SLIGHTLY HIGHER IN TEXAS, COLORADO AND WEST OF THE ROCKIES 


PRONTO FILE CORPORATION 


285 Madison Avenue New York 17, N. Y. 





and mail distribution systems, develop 
ment of records inventories and other re 
lated subjects. 


Maternity Protection 


An item on the agenda of the 35th 
International Labor 
Organization at Geneva, Switzerland, this 
dealt with the 
Maternity Protection 
original was adopted in 
The 
four standards: 

1. The worker to 
leave her job for a period of at least 12 
weeks at the time of childbirth, half of 
which must come after childbirth and the 
after childbirth as 


conference of the 


revision of the 
Convention. The 
1919 by 18 
convention 


Summer 


countries. revised sets 


right of a woman 


remainder before or 
she wishes. 


2. The right of the woman to 


return 
to her job after the leave expires. 

3. The provision of certain cash bene 
fits as a disability insurance during the 
time of her leave. 

1. The right to medical care. 

The maternity convention is more per 
tinent to the U.S. 


ago, 


than it was 33 years 
World War II the 
employment of married women of child- 
bearing age has greatly increased. Today 


because since 


there are more married women with fam- 


ily responsibilities than single women 


Some of the regis- 
trants who heard 
speakers at the 1952 
office management 
conference of Amer- 
ican Management 
Assn. in New York. 


and over 14% million working women 


have children under 6 years old. 


Controllers’ Congress 


The 33rd annual Controllers’ 
of the National Retail Drygoods Assn. 
will be held at the Hotel Roosevelt, New 
Orleans, Mav 25-28, 


‘ rre> ~~ 
( ongres 


More exhibit space 
will be available because this vear all ex- 
hibitors could not be 
Data from Raymond F., 
100 West Sist St., New 


accommodated. 
Copes, NRDGA, 
York 1. 


AIA Proposes Tax Changes 


federal taxation of 
Institute of 
posed that the due date for income tax 
returns from March 15 to 
\pril 15, and also that taxpavers should 
receive a further automatic extension up 


The committee on 
American Accountants pro 


he changed 


to two months if thev file a statement 
showing reasonable cause for the exten 
sion. Thev also recommended that the 
date for filing the final amended deelara 
tion of estimated tax for the preceding 
vear. should be 
to Feb. 15. 
included among 58 specific proposals sub 
mitted to the Joint 
mittee on Internal 


Most deal with inequities in the excess 


changed from Jan, 15 


These recommendations were 


Congressional Com 


Revenue Taxation. 


profits tax law, and proposed improve 


ments in methods of taxing corporations. 














Cachile 


OFFSET 
PLATEMAKER 


Model 1116 


The Vaculite is a vacuum frame eauipped with 
blacklight tubes for ‘'burning-in'’ sensitized off- 
set plates for use on the Multilith, Davidson, 
Webendorfer or Harris presses 
A vacuum contact between the negative and 
the plate is the only method that will guaran- 
tee clear, sharp haiftone dots. No ‘'muddy" 
halftones if you use the Vaculite 
Also can be used as an opacue table 

Write for Literature 


PRINTING DEVICES 
1707 N. 25th Ave., Melrose Park, Ill. 
Telephone Fillmore 4-9840 











How to Make 
INYISJ8Le 
Erasures 





With a few feather-light strokes, 
a Rush FybRglass Eraser re- 
moves the last trace of an in- 
correct character —keeps your 
typing clean and professional- 
looking. 

Colorful plastic holder uses 
long-life propel-repel refills. It 
must satisfy you—or your money 


back. USH- 


-FYBRGLASS FRASER 





Order from your Dealer 
or send 50¢ and 
name of dealer to 
The Eraser Co., Inc. 
100 S. State St., Syracuse 2, N. Y. 











™ 
approveo 1953 W-2 FORMS 
NOW AVAILABLE 
Lowest prices consistent with 


finest quality 


NEW Federal & State approved 5-part W-2 FORMS 
with FORM 105 N. Y. State [BM Card. 


4-part or 5-part 1952 W-2's combined with approved 
STATE or CITY FORM. 


1952 W-2 FORMS 


NCR Forms for payroll machine use 
DIVIDEND REPORT 1099, 2-3-4-5 part sets 


N. Y. State Record of Employment (Termination 
Notice) 


Window Envelopes for all our forms 
ALL READY FOR IMMEDIATE DELIVERY! 


Place orders now for prompt attention 


Apex BusiNEss SYSTEMS 


4. PEARL STREET NEW YORK N.Y. BEEKMAN 3-713 
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How Record Keeping 


Has Progressed 
F. R. OERTEL 


Manager, Methods & Systems Division, 
Vue-Fax Corp., New York. 


HE lexicographer defines “record- 

ing” as a writing, printing, entry or 

tracing made for the purpose of 
preserving the memory or authentic 
evidence of facts or events. Mankine | 
has had an insatiable desire since the 
beginning of time to somehow set down 
his happenings; the record of his strug- 
gles for survival and his’ prosperity. 
Were it not for this desire, today we 
would be at a loss to understand what 
transpired in the world years ago, Re- 
gardless of its purpose, historical or 
commercial, recording has become a 
science and it is interesting to note some 
of the facts about recording which are 
commonly known. 

Hieroglyphic records on Egyptian 
tombs date back to 4000 B.C. The 
tablets of King Sargon, the earliest 
record of the Semetie line of kings rul- 


ing North Babylonia, have been dated 


about 3800 B.C. The oldest songs by 


the Hebrews of the Old Testament were | 
2000-1000 | 


recorded during the period 
B.C. The Vedas, a collective designa- 
tion of the sacred literature of India 
(prayers, sacrificial formulas, legends 
and rules of conduct) were recorded 
about 2000-1000 B.C. Chaldean litera- 
ture was already voluminous about 2700 


B.C. In 2234 B.C. the Babylonians | 


recorded astronomical observations. The 
works of Homer, the Jliad and Odyssey, 
were written about 1000 B.C 
668 to 608 B.C. there was the golden 
age of Assyrian literature. 

There were various limited means of 
keeping records, like stone tablets. The 
Chinese invented paper about 170 B.C. 
The ancient Egyptians made writing 
paper from the papyrus plant and the 
skins of sheep, goats and other animals 
were prepared and polished with pumice 
stone to make parchment for writing. 
Recording tools have been improved 
from the crude implements of marking 
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Like 
Romeo 


goes with Juliet 


RIBBONS 


go with 


CARBONS 


You need 
WRITE - MASTER 
Ribbons to give 
you clean, crisp, 
executive - look - 
ing letters. Made 
of fine woven, 
exceptionally 
soft cloth, 
WRITE - MASTER 
produces beau- 
tiful impres- 
sions. Lasts 
longer, too, be- 
cause each ribbon is two full yards longer 
than ordinary ribbons. 


You need WRITE-MASTER Carbons for 
clear, sharp, permanent copies. You will 
appreciate their cleanliness and ease-of- 
handling. 


Be happy. Go modern. Buy WR1TE-MASTER, 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 
28 Peerless Place, Newark 5, New Jersey 


N.Y. Office : 13, 110 Franklin St. © Chicago 2 
Detroit 18, 37 Linden St., River Rouge, Mic 














IYPE ULEANING MADE EASIER 


with the amazing hi 


axe 
Eat Z CLEANS 
© Typewriters 
“» Billing Machines 


Typists ond business 
machine operotors wont 
*Norta Plastic Type Cleaner 
— i's easy to vIe—n0 mets 
— no liquids fo spill 

*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon request write to 
NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York 1, N. Y. 


PLANNED BUSINESS FORMS 


LITHOSTRIP 
LITHOSET 
LITHOFOLD 


Continuous, marginal punched ° 
forms with carbon interleaving. 





Handy, individual form sets 
with one-time carbon  inter- 
leaving. 





Continuous fanfold forms, fully 
or partially carbon inter- 
leaved. 





The wyy>P ano 
N 


WRITE FOR FREE® ¢ g Repo 
500 Sitter st. 
St. Louis 15. Mo. 
OFFICES IN PRINCIPAL 
CITIES 


FOLDER that telis® 
how you can cut® 
forms - handling costs ® 
33% and more! 
Oe _..... 


PRINT-O-MATICS “PERFECT PAIR” 


WORLD'S FINEST 
FULL-SIZED 


DUPLICATOR 
wonder $60.00 


MODEL 4-4 


Ne 


Fast—Accurate—Efficient 


Handles Post-Card to Legal Size ene 


“Twin-Pakt"’ 
STENCILS 


+ Chicage 54, Iilinois 


Write for Complete Catalog of Du- 
plicating Equipment and Supplies 


PRINT-O-MATIC CO. INC. - Merchandise Mart 





MULTIPOST POSTAGE 
STAMP AFFIXER 
$35. Pius Fed. 


Tax $2.10 
Automatically affixes 
stamps to envelopes from 
rolls of 500. Fully guaran- 
teed—i year free service. 
Order today or write for 
information 


ACTIVE MAILING 
MACHINE CO. 


537 8. Dearborn St. 
Chicago 5, I. 











and carving picture writing on stone to 
the reed, brush, quill pen, metal nib, 
fountain pen, printing press, typewriter, 
down to the present machines electrically 
and electronically operated. Along with 
these changes, naturally, improvements 
were made in the materials used tor re- 
cording. Various types of inks and 
paper have constantly been improved to 
withstand the ravages of time and 
handling, and research is constantly be- 
ing carried on on a broad seale. 

Books of accounts were kept on a 
single entry basis until double entry 
bookkeeping was found to be a means 
of keeping accounts in better balance 
without too much complexity. Ledgers 

bulk to work on and the 


a huge 
mareh of industrial and commercial 
vrowth started a search for a_ better 
means. When the leat method be- 
reality, filing devices had to be 
developed to efliciently maintain reeords. 
What was thought to be the epitomy of 
efficiency was the introduction of the 
steel filing cabinet. Again, growth and 
expansion compelled those interested in 
systems to develop a more satistactory 
means of filing, and the result was the 
breakdown cof the 26 letters of the alpha- 
bet into hundreds of sub-divisions. De- 
vices for quick sorting of media to speed 
posting were conceived and many ways 
of splitting work programs came into 
Some ot complieations 
into these various 
abandoned. Imagine 
automobile manufae- 
companies conducting 
had to use the old- 
letter box file or a 
correspondence. Or, 
if they were compelled to make up 
their payroll without the aid of the 
present day machinery. 

Out of this revolution there 
developed faster and most 
methods ot keeping records, 
manually or mechanically, like vertical 
visible recording. There are several 
methods of vertical visible recording and 
the products of Vue Fax Corp. 


became 


loose 


came a 


being. because 
that found their way 
efforts, were 
one of the large 
turers or steel 

business if they 
fashioned indexed 
letter press to copy 


SOOT 


has been 
accurate 
both 


have 
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NEVER BEFORE! 
A TYPEWRITER AS LIGHTWEIGHT & COMPACT AS A PORTABLE — 
YET BUILT WITH ALL THE FEATURES OF A STANDARD! 


the thrilling 
Voss TWIN PURPOSE 


You've waited for a typewriter like this— 
and it took the combined skills of 
Continental precision design and unerring 
craftsmanship to make it possible! 


The VOSS "Twin" is actually two 
typewriters in ONE, the same weight as a 
portable—but with the same keyboard, 
frame, features as the best standard 
you've ever used! 


There's a tremendously exciting story 
awaiting you on the VOSS—the typewriter 
of tomorrow for the home and office 

of today! 


Odhner Bihe cae. 


@ For details write Dept. QO-126. 
IVAN SORVALL, PRES. 


210 FIFTH AVE., NEW YORK 10, N. Y. 





New Year Resolution 
FOR TYPEWRITER USERS 


An Annual Roller Change 
For Better Typing 


For Best Results, Insist on 


FUTURISTIC 5-4. 


Manufactured and Distributed to Office Machine Dealers by the 


Ames Supply Company 


CONTACT YOUR LOCAL TYPEWRITER DEALER OR REFER TO YOUR RED BOOK 











THe Orrice—December, 1952 














Save $$$ on Telephone Bills 
By TIMING Your 
Long Distance Calls 


THE MODEL TTT Telephone Timer au- 
tomatically calculates the exact time 
of long distance calls. It is used by 
hundreds of telephone companies and 
enables you to synchronize your switch- 
board with the telephone company's. Rests on top 
of the switchboard in full view of the operator and 
provides correct time at a glance. Self-starting 
electric, 110 v., 60 cycle AC. In walnut, ivory or 
black plastic case. 7%4'' long, 4'' deep, with 6-ft 
cord. Shipping weight, 3 Ibs 


PENNWOOD NUMECHRON CO. 


Pennwood Building 
7249-51 Frankstown Ave., Pittsburgh 8, Pa. 


$] 0-75 
f.0.b 


.0. 
Pittsburgh 





The PARALINER is a new device for rul- 
ing forms. It has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 
edge moves forward the exact measured 
distance step by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 
ation is very simple and anyone can pro- 
duce forms the equal of a skilled draftsman. 


Send for full particulors 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 
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Get Professional Results 


with presensitized offset plates 


ro 


use a 
MILLER-TROJAN 
VACUUM-FRAME 
and ARC LAMP 


For professional big-frame re- 
sults. 3 sizes to choose from. 
Perfect overall contact. Com- 
plete with hose, vacuum pump 
and 4 h.p. motor. Just plug 
in and begin. 


New Miller-Trojan 110 volt, 
20 amp. Arc Lamp. Plugs into 
any light socket. Assures fast 
exposures, perfectly burned 
in. 

WRITE FOR FULL INFORMATION 
ON HOW TO USE THESE IN YOUR 
OFFICE. 


PLATENS 


x, >. : 
Wilhelm Preusicke 
LOK G. 

BERLIN SW6B US-SEKTOR 
FRIEDRICHSTRASSE 210 


THe Orrice—December, 1952 





been perfected to a highly efficient de- 
gree and are used in many leading com- 
panies. Simplicity of operation makes 
previous training unnecessary. Instan- 
taneous visibility gives greater and bet- 
ter control permitting the viewing of 
thousands of cards at a glance. Three 
margins of visibility are to be had: hori- 
zontal, diagonal and vertical, giving 
positive interpretation of facts and fig- 
ures speedily without the aid of auxili- 
aries such as signal tabs. An _ entire 
bank or echelon of cards are in view 
at all times. 

Trays and drawers, as well as various 
devices to hold cards in place, have been 
eliminated, Greater speed in_ posting, 
either manually or mechanically, has 
been achieved, resulting in a more posi- 
tive method of record-keeping. The 
visible margins range from 3x”, 42” or 
6/10” and can increased by any 
multiple of the foregoing. There is 


be 


practically no limit to the card sizes 
and the eard is fitted to the job and not 
the job to the card. The capacity of the 


file is determined by the spacer panels 
and groups of cards are separated by 
plastic separators. The plastic panels 
give complete visibility because they are 
transparent. Spacer rods in the bot- 
tom of the file keep the cards in their 
proper position and prevent inter- 
mingling. To analyze accounts, this 
equipment provides facilities for speedy 
operation. 

Correct refiling of cards once removed 
from the file has always been a problem, 
but the Vue-Fax Missing Card feature 
and Re-filing Guide line assures 
rect filing at all times. Files are rigidly 
constructed, being made of the best ma- 
terials available, and = these vertical 
visible files will not tip over’ when 
opened. Research is constantly being 
pursued and new and unusual aspects 
are being continuously discovered and 
added to the many present patented 
features. Thus, down through the ages 
improvements are inevitable because the 
products of men’s brains will ever be 
revised. 


cor- 





YOU CAN’T 


Ask Your Dealer 
about this NEW 





TIP THIS STAND 
OVER! 


Built for comfort and stability for wide 
carriage electric typewriters, this stand 
features 3” dia. casters, 4 piece welded 
cross braces to prevent eye torturing 
vibration, has an adjusteble bail foot 
for uneven floors. Top 18” x 18”, leaf 
16” x 18”. Its the most rigid stand avail- 
able. Inquire and be convinced. It will 
cost you nothing—may save you dollars. 


TUBULAR SPECIALTY MFG. 


Detroit 8, Mich 


1940 Stanley Ave 


ESTABLISHED 1921 
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Heavy Duty STAND 
OFFICE 


MACHINE be. 
STANDS Ri 





co. 











OEMI Elects Dick 
At its annual 
meeting in New 
York month the 
Office Equipment 


last 


Manufacturers In 
stitute elected as its 
new president A. B. 
Dick ITT, president, 
\. B. Diek Co. Mr. 
Dick previously had 
served as a director. 


A. B. Dick Ill 
Other elect 

H. v. Widdoes, 

Ine.. and Sheldon F, 
Adding Machine Co., 
president is hk. D. 


W. F. 
tarv, G. L. 


otheers 
Remington Rand, 


Hall, 


dministrative vice 


Burroughs 
Pavlor; treasurer is 
Arnold, Underwood Corp.; secre 
Mever. Last month’s meeting 
featured a talk by Chas. F. 
H. B. MeCov, of the 


Commerce 


Kettering. 
Department of 
and administrator of 
the National \uthority, out 
lined the long range plans of the gov- 
Office of Dis 
which he is the 


deputy 
Production 
formed 


ernment’s newly 


tribution, of acting di 
Other 
included L. C, 
Underwood Corp.; John S. Coleman, pres- 
Burroughs Adding Machine 
president, Globe-Wernicke 
Dick. 


reetor. speakers and = discussion 


lenders Stowell, president, 
ident, UCo.? 
\. (. Howard, 
Mr. 


NCR Acquires Electronic Firm 


National Cash has ae 
quired Computer Research Corp, of Haw 
thorne, Calif., to Stanley C. 


Allvn, NCR “We 
believe that the principle they have fol 


Register Co, 


according 
president, who said, 
lowed may well hold important possibili 


deve loping 


The 


ties in accounting equip 


ment.’’ acquisition is seen by Mr, 


142 


Allyn as a definite step to correlate appli-| 
cation of electronics to general business 
needs, 


and accounting 


Y&E Officers 
\nnouncement 
was made by Ralph 
Robinson, president, 
Yawman & Erbe 
Mfg. Co., of the} 
election, at a regu- 
lar meeting of the] 
firm’s board of di-] 
rectors, of Charles 
W. Schreiber to the 


position of vice 


Charles W. Schreiber : ‘ 

president in charge 
David C, the § 
vice president in charge of 
Robinson stated that 
the election of these men is in keeping 


of sales, and sZorlen to 
position of 


manufacturing. Mr. 


with the expansion policies of the com- 


pany, which has been a leading manu 


facturer of quality office equipment since 
Kach of the 


been 


ISSO, new vice presidents 


has associated with Yawman & 


Erbe for more than 25 vears, having 
served in several executive capacities at 


the home oftice and in the field. 


Burroughs Dealer Manager 

Robert J. 
ager of the newly created Dealers Sales 
Department of the Sales Division, Bur 


Adding Machine Co., Willis EF. 


general manager, an 


Sanders has been named man- 


roughs 

Morgan, sales 
nouneed, ‘*Mr. Sanders will manage the 
program which, for the first time in the 
company’s history, makes Burroughs add- 
ing and eash_” registering machines 
directly available to the publie through 


over-the-counter sales by retail dealers,’’ 
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- = SMEAD' S ws 
ILE BIND 


i 


FOR OFFICE EFFICIENCY 


IT’S A NATURAL FOR A CREDIT FILE 
Reads Like a Sook... . Grows as Needed 


All important credit information bound in one file—stenographic copies can 
be made with ease—by merely turning the flap or cover back to form an 
easel. The double back of the Filebinder is sufficiently strong to stand erect— 
even under weight of heavy correspondence. 





Papers need not be removed from Smead’s Filebinder when used in a Line-a- 
Time. Simply fold the cover of the Filebinder back and insert the entire 
Filebinder Furnished in red, blue, green, goldenrod, redrope and manila colors. 


WRITE FOR FREE SAMPLES 
PATENT NO 1.622.753 


als 
Send MANUFACTURING CO., INC.- HASTINGS, MINNESOTA 


\ 
\ 





CONTROL IT! | 


‘ 























{r. Morgan said. 
he program has 
sanders 


‘* Dealer response to 
excellent,’’ Mr. 
‘*Within the first 
week after announcing the plan, we have 
eceived dealer inquiries from 46 states 
ind many parts of Canada,’’ he said. A 
total of 15 hand and electrically operated 
Burroughs machines will go on sale at the 
etail level. 


been 
announced, 


NOMA 1953 Business Show 


National Office Management Assn. last 
month distributed by Western 
exhibitors’ literature for its 
pose Business Show at 
Boston, May 25-28. 


Union, 
All-Pur- 
Hall, 


Because the show is 


Mechanics’ 


»yperated on a first-come, first-served basis, 
exhibitors were given equal opportunity 
to submit applications for space. Western 
Union sent messengers to the various 
addresses at the same 


throughout the 


hour, local time, 
When exhibi- 
tors completed and mailed their applica- 
tions, the postmark determines the order 
in’ which applications are con 
sidered. It was anticipated that 
than one-third of available space wouid 
be requested within one week of the de- 
livery date, Nov. 10. 


country. 


space 


more 


Underwood Electronic Div. 

Philip D. Wagoner, chairman of the 
board, announced that Underwood Corp. 
aequired the Electronic Computer Corp., 
Brooklyn, N. Y., which will become the 
Electronic Computer Division of Under- 
wood. Electronic Computer has spe 
For speed on a 
Facit Calculator, 

Eileen Dixon re- 
ceived a trip to 
Sweden from Signe 
Hasso at National 
Business Show. Oth- 
ers are Count Sig- 
vard Bernadotte, in- 
dustrial designer, 
son of King Gustav 
Vi; Erik A. Ohlsson, 
president, Facit, 
Inc.; R. C. Staeps, 
Scandinavian Air 
Lines. 
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+ ? 
»¥ . i. A 


Sel 


ee, 
Sound Scriber 4 
- & 


Members of United Scottish Clans made 
Voice Letters for friends in Scotland at 
SoundScriber's National Business Show booth. 


cialized in electronic computers under the 
trade name Elecom. In addition, various 


electronic components have been de 
veloped and are marketed commercially, 
Underwood has been carrying on research 
i this 
field, primarily aimed at office equipment 


Elec 
tronic Computer will support this effort. 


and development for some time in 


applications and acquisition of 
The Electronie Computer Division will 


remain under its present management and 








SAMPLE 


CARBON PAPER 


and be convinced 


We'll be glad to help you convince 
yourself and your customers that 
NEV-R-KURL Carbon Paper is eas- 
ier to use—costs less in the long run 


—actually saves money. 


Just write today for samples of the 
universal carbon paper — NEV-R- 
KURL. It works equally well in both 


typewriters and other office machines. 


Additional profits come to the dealer 
who sells office supplies that do the 
best job for his customers. Write to- 
day to learn the job NEV-R-KURL 


can do for you. 


L A PHILLIPS Presid 


PHILLIPS 


PROCESS CO 


92 MILL STREET 
ROCHESTER 14 NY 


n its present 
Manhattan, 


quarters in Brooklyn anda 
with the manufacture of 
some of the components in one of Under 
This 


vision will continue development and econ- 


wood’s factories. Underwood di 


struction of moderately priced general 
purpose computers for industrial use, and 
will design, develop and construct cus 
tom-made special purpose large-scale com 
puters for specific customer requirements, 
(nother phase of its work will be special 
study projects for prospective users to | 
determine the applicability of a comput- 


ing svstem to solve particular problems, 


Cory Acquires Autopoint 

Cory Corp., Chieago, has aequired all 
According to dé. 
President, 


future be 


assets of \utopoint Co, 
W. Alsdorf, 


will in the 


Cory Autopoint 
operated as a9 
division of Cory Corp. Management re- 


sponsibilities will be vested in a com- 
mittee made up of Roy H. Potter, sales 


Melvin V. Nelson, 
manager and Wallace B. Young, in charge 


manager, factory 
of administration and finunee. All were 
Auto 
point Co. All administrative and manu 


in similar capacities with 
facturing processes will be continued at 
the present Autopoint plant by the pres- 
ent \utopoint emplovees, 


Ennis Appointments 


Murray Cole, formerly manager of the | 
Denver branch of the Ennis Tag & Sales- 
Paper 
transferred to the 


hook Co. and American Carbon 


Mtg. Co., has 
home oftice in 


ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Cataloa 
TTT Been eel 
|. A. DEHN, JR. 


The Pioneer Adding Machine Ports Man 
ADDING MACHINE PARTS EXCLUSIVELY 


P, O. Box 144, Elmhurst Station, 
Oakland 3, Calif. - 


been 


Ennis, Texas, on a special 
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assignment. He has been succeeded as formerly located at 2 Park Ave. in New 
nanager in Denver by Lloyd Johnson York. The company chose Stamford be 
who was transferred from the Albuquer cause it is the center of Mr. Hult’s ter- 
jue branch. ritory which includes 18 branches and 

4 dealers. He will maintain his head- 


ters at 741 Main St. 
“ss Royal Offices quarters at ¢ ain 


. P 
Royal Typewriter Co. has transferred Codo Promotions 

-he headquarters of its eastern sales di- Expanding sales have accounted for 

vision to Stamford, Conn., under super- several important promotions at Codo 

vision of L. C. Hult, eastern sales man- Mfg. Corp., Coraopolis, Pa. At the an- 

iger. The eastern sales offices were nual meeting held recently by company 


LETS LOOK AT THE @aCea 


ANUFACTURERS OF 
THE WORLD’S FINEST 
CHECKWRITERS 


Backs up its dealers 


ae 


Other Safeguard office items: Ritchie Sound Absorb- 
ing Anchor Cushions and Dry Rubber Tool Type- 
writer Type Cleaners. 


Inquire into Safeguard Checkwriter Cost Saving Plan 


Safeguard Corp. 


LANSDALE, PA. 











- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


OS. 
CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“/fe FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 


FEDERAL 
Iwwuidad 


FEDERAL 
1wuid3s 
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president Cooper and vice president Lenz, 
Wilbert F. Smith became vice president 
in charge of sales and F. J. Brice be-4 
came sales manager. William J. Menihar 
will occupy the newly created position of] 
vice president in charge of products; T. 
M. Kramer is superintendent and Thomas 
W. Lenz, assistant superintendent andj 
purchasing agent. Raymond F. William- 
son now fills the position of secretary andj 
treasurer. 


Mosler Executive V.P. 

Election of John Mosler as executive] 
vice president of Mosler Safe Co. was an- 
nounced by Edwin H. Mosler Jr., presi- 
dent. Martin S. Coleman was elected a 
vice president, and also will remain in 
his present post as treasurer. John Mos- 

| ler, a vice president since 1950, takes over’ 

| the post vacated by Harry H. Lynn who 
was elected chairman of the board in 
\ugust. 





Directs Audograph Sales 


Ralph A. Nerrie was appointed diree- 
tor of the National Sales Division of 
Gray Mfg. Co., makers of Audography 
Electronic Soundwriting equipment, Wal- 
ter Ek. Ditmars, president, has announced, 
He was formerly general sales manager of 
the Audograph Co. of New York. He will 
maintain offices at 521 Fifth Avenue, 
New York. James K. Byrd was named 

| to take over Mr. Nerrie’s former position. 
Mr. Byrd had been associated with 





; . sanier Co., distril 's ‘ae rr 
© Finest quality homogenized oil Lanier 0 listributors of Audograph 


base ink, laboratory controlled equipment in the south and southwest, as 
renin wd any climate, on open manager of Audograph sales in Florida. 
or closed cylinders He will also maintain headquarters in 
@ Will not destroy stencils, clog cylinder New York, 
or pad. . -" 7 r 
@ Batch-tested for uniformity of quality GBC in New York 
and performance. To better serve organizations in the] 


@ Available in pound or half pound cans. east who are interested in doing their] 


Write Today for Name of Nearest Jobber own binding, General Binding Corp., 
INK SPECIALTIES co., Inc. makers of simple, compact, low cost plas 1 
523 N. HALSTED ST., CHICAGO 22, ILL. tic binding equipment, has established 
a sules and service office at 79 Madison } 
Goshen Bch ro Ave., New York. In addition to office} 
94 Adelaide St., West, space, there are warchouse facilities, well | 

Torontu, Canada. stocked with GBC hand and mechanieally 
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KARLO 


OFFICE MACHINE STANDS 
BUILT FOR SERVICE 


Combining 
Portability— 
Efficiency— 
Agpeeneese— 

urability 


Adjustable to the 
natural position of 
any pair of hands. 
KARLO STANDS 
are designed to 
give better service 
than any other of- 
fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port- 
ability, attractive 
appearance, utmost 
efficiency and 
greatest 
durability. 


Write for 
full particulars 


KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 








THE OFFICE 


December, 1952 


ok 


Autographic 
REGISTERS & FORMS 


@ CONVENIENCE 
e@ SIMPLICITY 
e ECONOMY 


FOR 
Small Forms Use 
FORMS—3''x5"" 


Sinate Cony .. 94.95 


Model D-J 
Duplicate Copy $8.75 
6''x812"" 
Form Prices 4 $1.00 per |000 (Single Copy) 
As Low as $2.00 per 1000 (Duplicate Copy) 


@ STOCK FORMS AVAILABLE FOR 
PHONE MESSAGES SALES TICKETS 
SERVICE CALLS PETTY CASH 
RECEIPTS 


© SPECIAL COPY FORMS (Imprinted & No'd) 


Sold by Leading Stationers and Business Suppliers 
LIBERAL DISCOUNT TO DEALERS 


ECONO PA REGISTER ‘ 1337 East 27th St 
- COMPANY Kansas City 8, Mo 


Specify 
B:F.Goodrich 
ROLLERS* 


for 


BETTER 
TYPEWRITER 
PERFORMANCE 


Now equipped with Page 
End-icator for your 
typists’ convenience! 


*Your local typewriter 
dealer has them! 


Nationally. distributed byf : 


SHIPMAN-WARD MFG. CO. 


325 N. WELLS e CHICAGO 10, ILL. 











© MANUFACTURERS 
© EXPORTERS 


Dont Overlook This Growing Market 


For Office Supply and Equipment Sales 


MONEY TALKS! Look at these statistics for only one month’s exports. Then give ¥ 
serious thought to your own overseas trade. 
United States manufacturers during last July (latest figures available) exported: 


$44,377 of typewriters to Bolivia 

$21,155 of fountain pens to Peru 

$42,732 of adding machines to Colombia 

$20,420 of miscellaneous office supplies to Mexico 
$39,607 of duplicating machines to Brazil 

$45,767 of metal office furniture to Venezuela 


These figures are random samples. Annually the entire Latin American continent 
will absorb a very impressive volume of your products. There are 19 countries in 
Latin America where all the office equipment and stationery importers, distributors, 
dealers and larger users receive La OFICINA. They keep it, refer to it as a guide 
and reference all year long. 


The need for all office products in Latin America is increasing steadily as business 
and industry develop. Tell these prospects and customers about your products in the 
1953 La OFICINA. Its advertising rates are low—its coverage is complete. Your } 
advertising in La OFICINA is basic to establishing and buildinga profitable | 
Latin American trade. 7 


Send now for more detailed information on circulation, advertising rates and a copy 
of the last issue. 
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, operated plastic binding equipment and 
ample supply of plastie bindings in 11 
/ different colors ranging from 3/16” to 
14%” diameter. Eugene T. Lawless man- 
ages the new office. 


Jones with Shipman-Ward 


Shipman- Ward 
Mfg. Co. announced 
the appointment of 
C. LeRoy (Rocky) 
Jones as vice presi- 
dent in charge of 
sales. Mr. Jones has 
been in the office ma 
chine industry for 
the past 30 years, 
first as man 
ager for one of the 
typewriter manufacturers, and later as 
organizer and director of O.A.M.I. He is 
the author of the Typewriter Mechanical 
Training Manuals and recently com- 
pleted the Electric Typewriter Tek-Man 
ual. He has willingly given help and 
technical assistance to the typewriter 
dealers throughout the country. This ex 
perience and knowledge of dealers’ prob 
lems ideally fits him for his new position. 
Shipman-Ward, aided by his experience, 
will and expand its policy of 
helpfulness and 


sales 


C. LeRoy Jones 


continue 


service to the dealer. 


Emeco Sales Manager 
Wilton C. 
president of 
Hanover, Pa., 
announced the ap 


Dinges, 
Emeco 
Corp., 


pointment of Ed 
ward A, 
general 
ager. 


Keeling to 
sales man 
Mr. Keeling 
has devoted 35 
years to the office 
equipment field. To 


- 
eee. Soe him in the 


assist 
direction of Emeco’s sales organization, 
he has appointed Fred G. Ham, former 
contract sales manager of Emeco, 
sistant sales manager. 


to as- 
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PROBLEMS 


3 PHON SOLVED —— 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy places. 


HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 

Write for Literature 
HUSH-A-PHONE 


65 Madison Ave. 
Room 710 














New York 16 


Burroughs. 


Select Rough Rebuilt | 


x 
oat 





@ BookKEEPinc 

@ CALCULATING 

@ ACCOUNTING ~ 

@ AppING AND BILLING machines bought, sold, 
rented, repaired or re- 

“conditioned. Write for 
current prices. 


321 BROADWAY « NEW YORK] N.Y 
WO 4-1240° cable: Hodgmach 


ACME’ 


iP Since 1927 





ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY © BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
* Reg. U.S. Pat. Of. 








WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Uunagoererians 


Imperial 
Soe nsep axe 


ASK YOUR DEALER 
imperial 


DESK CO. 
Evansville, Indiana 


























Season's Greetings 


CARBON PAPER 
INKED RIBBONS 
CARBONIZED ROLLS 


“FINEST QUALITY ALWAYS" 





~ = 
®Conds erernA® 


TRAOt mane 


THE COMPLETE LINE 
Stands the Test of Time 


Manufactured by 


H. M. Storms Company 
STORMS BUILDING 
BROOKLYN 38, N. Y. 








For Roneo in New York 


N. Gosta Arnheim, sales manager, Addo 
Machine Co., announced the appointment 
of Norman J. Collister, president, Collis 
ter Corp., New York, as exclusive dealer 
for the metropolitan area for Roneo sten- 
ceil duplicating equipment. Collister 
Corp., also distributes Soundscribers. 


Victor Safe Representative 

Victor Safe & Equipment Co., an- 
nounced the appointment of Al H. Spat- 
ford as district sales representative cover- 
ing Lowa, Mo., Kans. and parts of Il. and 
Ind. Mr. Spafford was recently connected 
with Associated Stationers, Chicago. 


Metalcraft Loses Records 


Metalcraft, Ine., Mason City, Lowa, 
manufacturers of Autograph metal name- 
plates and Numbergraph serially num- 
bered plates, asks that all who visited the 
Metalcraft exhibit at the recent NSOEA 
convention in Chicago write to the firm 
restating their requests. <A brief case 
containing records and convention notes 
was missing from the Metalcraft booth 
immediately following the close of the 
convention. <A thorough search and a 
check with guards and hotel officials 
failed to uncover it. Among the missing 
records where registration ecards of 
several hundred dealers and manufae 
turers who visited the display. Orders 
written during the show were not lost so 
these will be produced and shipped on 
schedule. 


Standard in Milwaukee 

L. C. Jones was appointed manager of 
the Standard Duplicating Machines 
Agency at 744 N. 4th St., Milwaukee, 
following the retirement of H. L. 
Gevaart. 


Albert T. Sprich Jr. 
Albert T. Sprich Jr., 44, secretary and 
assistant treasurer, Victor Adding Ma- 


chine Co., died Oct. 19 after a prolonged 
illness. Previous to coming to Vietor in 
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ontrolled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 


Ask Your Visible Systems Supplier 
or write to PALSON MFG. CO. 
280 Main St... Worcester 8, Mcss 


MANY LETTERS REACH US EVERY DAY 


from our business friends, proving that Buromarkt 
office equipment magazine is internationally recog 
nized. If you are interested in the European marke? 
you can be informed twice a month about all new 
ievelopments in Office Machinery, Office Devices, 


Office Furniture, Office Supplies and the complete | 


range of Commercial Stationery by the news and 
trade journal 

BUROMARKT International Journal of Office Equip 
ment reaching 10,000 dealers and managers in al 
countries of Europe with the monthly supplement: 
Das Rationelle Buro, (The Efficient Office). 


Inforrnation from: Atlantic Service Agency, P.O. 
Box 415, Flushing, N. Y. INdependence 3.6815. 


Sample copies from: 
VERLAG PETER BASTEN, 
AACHEN, GERMANY 
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SHIPPED 
FROM STOCK 


A metal cabinet map file—with 
locking doors. 112 tilting tubes. 
Easy to file and find maps, 
tracings to 60”. 


PATENT NO 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main Tulsa 3, Okla. 


TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


ain GF or aay 
ee Pi 
rr es a 


REGALRITE BRAND 
RIBBONS AND CARBONS 


* 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


a 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, WN. Y. 

















Save Time! Cut 
Costs! Better Work! 
Try 10 Days FREE! 


NEW ‘“Visi-Guide” ends pile-ups, press 
stops! Saves blankets, stock! Fits presses 
with Davipson DIAGONAL FEEDERS. In- 
stalls in 2 minutes, no drilling. Try 10 
days FREE. Write today! 


LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 











% ADJUSTO-SWING fits 
metal. Easily attached. 

% Adjustable to proper height. 

% Converts flat top to Steno desks. 

%& Insures your machines against tipping over. 


Adjusto-Swing Office Machine Stands Co. 
509 Shelby St. Detroit 26, Mich. 


most desks, wood or 
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STENCIL BOOK FILE 





The Smart Way to 
FILE STENCILS 


| Available in 50 and 100 page capacity. 


Contains index, numbered pages and pro- 


| duction record sheets. Special oil-treated 
| pages keep stencils 
| future use. 

| Capacity 


moist and flat for 


50 stencils 


| Capacity 100 stencils 
| TECHNYGRAPH CO.,Techny, I 
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This 8-pony hitch, driven by K. E. Reisinger, appears at large midwest fairs to display products 
of Smead Mfg. Co., especially gift-wrapped Smead Household Files. 

1942, Mr. Sprich was an officer in his 


Jj. G. Coumbe 
father’s meat business in Belleville, Ill. 


J. G. Coumbe, for many years presi 
dent of Shipman-Ward Mfg. Co., Chicago, 
after an illness of several months sue 

Ivan Sorvall, 55, president of Odhner ecumbed to a heart attack on Oct. 31. 
Sales, Inc., died Nov. 8 of a heart attack. He joined Shipman-Ward in its earlier 
Born in Stockholm, Mr. Sorvall started days and, since becoming president and 


Ivan Sorvall 


in business in the U. S. in 1922. His general manager, contributed much to 
ifirm distributed Original-Odhner Calcu- the national advancement of this well 
lators and had also distributed Odhner known manufacturer of parts, platens 
Adding Machines. and accessories for the typewriter trade. 


Wuen Greek writes Greek, there’s no mis- 
take from Alpha to Omega that can’t be swiftly 
smoothed away the best way—the story’s the 
same the world over: Weldon Roberts Erasers 
Correct Mistakes in Any Language. People 
everywhere praise them—buy them. Don’t be 
without these finest erasing results. Buy Wel- 
don Roberts Erasers, in styles to suit your own 
particular erasing needs, at your stationer’s. 


WELDON ROBERTS RUBBER CO. 
6th Ave. & No. 13th St., Newark 7, N. J. 
World's Foremost Eraser Specialists 


121 ELLIPTIC. Immensely popular gray rubber 
eraser in handy elliptical shape for pencil and ink 
erasures on all types of work. A universal favorite 


among office workers, typists, artists and draftsmen. 


cad 








Index to THE OFFICE, Volume 36 
July through December, 1952 


Absenteeism, Curbing 

Accountants, Job Opportunities for 

AMA Office Conference in New York, Oct. 16-17, Electronics Featured at, 
Assigning Office Work, The Technique of, Irving Weinstock 

Automatic Typewriters for Volume of Quality Letters, Air Line Uses. 


Bandits, Clerical, Sidney Feldman 


Car Thieves, Foiling 

Charge Account System, Sunoco's 

Check Book and Cash Journal for Small Firms, Combination, Richard Neumaier 
Communicate, Training Office Workers to, Robert J. Simpson 
Correspondence, A Plan for Reviewing and Exchanging Office, F. E. Dubach 
Cost Control Plan that Increases Production, A Clerical, James W. Quigg 


Decentralizing Its Offices, Why the Air Materiel Command Is.......... 
Dishonesty Losses, Management's Responsibility for, George A. Conner 
Duplicating Department, Operation and Control of an Office, Geo. J. Hart 
Duplicating, How to Prepare Masters for Office, Irvin A. Herrmann 
Duplicating Stretches the Taxpayer's Dollar, How, Herbert Winston, Jr. 


Electric Typing Aids Accountants’ Work, C. A. Meroney 
Equipment Program, The Navy Department's Office 
Examinations, Mechanized, William Hurd Hillyer 


Facsimile Recorder, World's Largest 

File, Rotating Air Reservation 

Files, A Continuing Audit Program for Current, Ben F. Gregory 

Filing Saves Money for D. C. Blue Cross, Terminal Digit, Walter E. Thompson 
Forgeries Can be Prevented, Check, Ewald Mayer 

Forms Distributors Plan 7th Annual Convention, Independent 

Forms, How Los Angeles County Controls Its Office, J. W. Hughes 


Hot Weather Closing, Formula for 
Israel, Office Work in, Sidney Feldman 


LOMA's 29th Annual Conference in Atlantic City, Sept. 22-24 
Long Do Workers Remain in a Job?, How 


Mail at Lever House, Handling, Sidney Shepherd 

Mail Service, Improving Business, Sidney Feldmen 

Management Through the Office, Better, Hugh A. Wichert 

Manual for the Smaller Office, The Policy and Procedure, eaaaeie J. Smith 
Manual, The Systems and Procedures, C. /. Keelan 

Manuals, Why Office Workers Like, Pamela Harnett 

Masters for Office Duplicating, How to Prepare, Irvin A. Herrmann 
Maternity Plans 

Mechanized. What About the other 85% 7, Only 15% of the Office is, Richard Neumaier 
Medical Care in Smaller Offices, Dr. Kenneth C. Peacock 

Meeting, How to Conduct, Leslie H. Matthies 


National Business Show in New York, “Oct. 20-25 
National Business Show, Record Number of Exhibitors at 
National Secretaries Week 

NIGP Conference in Chicago 


73 


83 
93 
63 
88 
72 
92 
86 


98 
52 


95 
73 


56 
49 
43 
67 
94 
23 
48 
178 
76 
8! 
101 


67 
75 
51 
17 
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NOMA Conference, Big Turnout at Annual 

NOMDA Convention Sets Record in Dallas 

NSOEA Convention and Exhibit in Chicago, Oct. 4-8, 46th Annual 
NSOEA Convention, 7,377 Attend 


Office Core Runs Through New Arizona Plant 


Payroll System, American Export Lines’ Machine, Charles L. Nielsen 

Payroll System Using Only a Typewriter, A One-Writing, W. J. Cunningham 
Personnel Executives 

Photocopy Duplicating Speeds Railroad Freight Handling, N. W. Anderson 
Procedures, A Writing Style for, H. John Ross 


Quality Control Job at Prudential, Bennet B. Murdock 


Reading, Improving Clerical, Quintin Guerin 
Record Keeping Has Progressed, How, F. R. Oertel 


Sacramento Bee's New Offices 

Salaries in 29 Cities, Index of Office 

Space into Modern Offices at Low Cost, From Semi- Loft, Harold C. Pennicke. . 
Stationers Convention Will Be Biggest Ever Held, Next Month's 

Systems Conference in New York, Oct. 20-22, Annual 

Systems Conference, Over 800 Attend Fifth Annual 


Television Speakers Read Giant Typing 

Testing, Banks Survey Clerical, William Hurd Hillyer 
Tokyo Office Building of the Reader's Digest, New 
Typing, Effortless, Emma C. George. . 


View, Office With a, Mary J. Scott 


WOFI Award Winner : sey July, 
Wolf, The Office, Ruth Wilson July, 
Workers, Holding Oct., 


7 


58 
10 
18 


Index to New Products in THE OFFICE, Volume 36, July through December, 1952 


ADDING MACHINES BINDING, PLASTIC 


R. C. Allen Business Machines, Inc. Nov., 114 Tauber Plastics, Inc Sept 


hine Co t., 138 
Roce Tee. Adding Machine Co. os fo CALCULATORS 
Johnston Adding Machine Co July, 91 


Curta Calculator Co. 
ADDRESSING MACHINES Hamann Calculating Machine Co. 


American Tag Co. Dec., 104 Marchant Calculators, Inc. 
Dick Mailer July, z Monroe Calculating Machine Co. 
Diebold, Inc. Aug., |! 
Elliott Addressing Machine Co Oct, 140 CARBON PAPER 
Nettle Office Equipment Co Sept., 150 Carbon Paper Pac Co 
Hermetite Corp. 

ADDRESSING PLATES a eer a 

: : acific Carbon ibbon g. Co. 
Dashew Business Machines, Inc. Aug., 199 Ss wakeer Ge. 
AUTOGRAPHIC REGISTERS CHAIRS 


Autographic Register Co. ae Clarin Mfa. C 
Econo-Pak Register Co. ., 152 Soltis te. Core. 


Mil k Metal F it , 
BANK EQUIPMENT aa ne Se 
Internationa! Business Machines Corp. coll Remington Rand, Inc. 


Mosler Safe Co. be Shaw-Walker Co. 
Sturgis Posture Chair Co. 
BINDERS Worden Co. 
scot ofp Selegaa CASH REGISTERS 
, Regna Cash Register Co. 
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Benson-Lehner Corp Aug., 
; hee 
157 
, 103 


., 149 
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CHART MAKING KIT 
Chart-Pak, !nc 


CHECKWRITERS 


Safeguard Corp Aug. 
Todd Co. July 


COIN MACHINES 
Standardwerk Eugen Reis, G.m.b.H 


COLLATORS 
Thomas Mechanical Collator Corp 


CONTROL CHARTS 
Victor Safe & Equipment Co 


DESKS 


Executive Furniture, Inc 


DESK ACCESSORIES 

Chairmaster Sept., 
Regina Metal Products Corp July, 
Rotone, Inc. Dec., 
Schedule-A-Date Calendar Co. Dec., 
Southern Friction Materials Co Sept., 


DICTATING MACHINES 


Dictex Corp July, 
Thomas A. Edison, Inc Nov., 
Magnetic Recording Ind Oct., 164; Dec., 
Peirce Dictation Systems Avg., 


DUPLICATING ACCESSORIES, SUPPLIES 

Addo Machine Co. Aug., 
A. A. Archbold Aug., 
Atlas Stencil Files Co Oct., 
Avery Adhesive Label Corp Sept., 
Codo Mfg. Corp Aug., 
Columbia Ribbon & Carbon Mfg. Co. Nov.., 
Haloid Co Dec., 
Milo Harding Co. Sept., 
Ink Specialties Co Sept., 
Litho Engineering & Research Nov., 
Miller-Trojan Co. Oct., 
Printing Devices, Inc Oct., 
Remington Rand Inc Aug., 
Replica Products Corp Nov., 
Rhinelander Paper Co Dec., 
Times Facsimile Corp Nov., 


DUPLICATORS, SPIRIT 


Duplicopy Co July, 
Hart Mfg. Co Dec., 
Old Town Corp July, 
Ormig Aug., 
Rex-O-Graph, Inc Dec., 
Standard Duplicating Machines Corp. Oct., 


DUPLICATORS, STENCIL 


Gestetner Duplicator Corp Oct., 
Milo Harding Co Dec., 
Rex Rotary Distributing Corp Sept., 


ELECTRONIC COMPUTERS 


Clary Multiplier Corp 
Remington Rand Inc 
Electronic Computer Corp 


ERASERS 
Eraser Co 


FILES 
Amberg File & Index Co 
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Business Efficiency Aids 

Diebold, Inc. , 142; Dec., 125 

Mosier Safe Co. .Dec., 102 

ay Metal Products Co. ., 146; Nov, 132; 
ec., 

Oxford Filing Supply Co. 

Peerless Steel Equipment Co. 

Scott-Rice Co. 

Simpla Research & Mfg. Co. 

Vue-Fax Corp. . 

Yawman & Erbe Mfg. Co. 


FOLDING MACHINES 
Pitney-Bowes, Inc. 


FORMS DESIGN 


National Blank Book Co 
Neenah Paper Co. 


FORMS PRINTING 


General Multi Forms Sales Co. 
Modern Business Forms Mfg, Co. 
Moore Business Forms, Inc. 
Printed Products Corp. 
Standard Manifold Co. 
Tallman; Robbins & Co. 

Alfred Allen Watts Co. 


FURNITURE 

All-Luminum Products 

Art Steel Sales Corp. 

Executive Furniture, Inc. Aug., 
INKED RIBBONS 

Carter's Ink Co. Aug., 
Mittag & Volger, Inc. Sept., 
F. Simonye Aug., 
INTERCOMS 

Wheeler Insulated Wire Co. Dec., 


KEY CONTROL 
P. O. Moore, inc. July, 


Aug., 114 


LADDERS 
1. D. Cotterman Sept., 


LIGHTING 


General Electric Co. July, 
Luminous Ceilings, Inc. Oct., 


MACHINE STANDS 


Gonco Mfg. Co. Cct., 
Weber Bros. Oct., 


MAILING EQUIPMENT 


All Purpose Metal Equipment Corp. ~~ = 
Mason Box Co. . Sept., 
Can-Pro Corp. ...Nov., 
Pitney-Bowes, Inc. Dec., 


MICROFILM EQUIPMENT 


Filmsort, Inc. July, 
Recordak Corp. .Aug., 


MONEY CHESTS 
Diebold, Inc. Sept., 146 
OFFICE LAYOUT 

Richard Neumaier Dec., 
Rapidesign, Inc. July, 
Visual Production Planning, Inc Sept., 146 
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INT 
voe & Raynolds Co. 


PER SHREDDERS 


dustrial Shredder & Cutter Co. 
edmaster Corp. 


rocker-McEiwain Co. 
ammermill Paper Co. 
illers Falls Paper Co. 
eenah Paper Co. 
assau Paper Mills Co. 
lyron Weston Co. . 


AYROLL SYSTEMS 


onsolidated Business went 
attor Mfg. Co. 

odd Co. 

; Pe. Wilmer, Inc. 


ENCIL SHARPENERS 
utomatic Pencil Sharpener Co. 


ENCILS 
utopoint Co. 
oh-l-Noor Pencil Co. 


mHOTOCOPY MACHINES 
merican Photocopy Equipment Co. 


harles Bruning Co. Aug., 108; 


meneral Photo Products Co. 
memington Rand Inc. 


OSTING EQUIPMENT 


mosting Equipment Corp. 


UBBER BANDS 
Iliance Rubber Co. 


ULERS 
-Thru Ruler Co. . 


AFES 
eilink Steel Safe Co. 


HELVING 
urora Equipment Co. 


SOUND CONDITIONING 
ational Gypsum Co. 


STAPLERS 


rrow Fastener Co. July, 108; 


utomatic Pencil Sharpener Co. 
Bates ‘|: Co ; 
Bostitch, Inc. July, 98; 
Neva-Clog Products, Inc. 


STATIONERY ITEMS 
Automatic ~~ sevenanvenl Co. 
Karter’s Ink 

C-Thru Ruler Co. 
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Dennison Mfg. Co. } .Dec., 118 
Hobbs Mfg. Co. é July, 102 
Labelon Tape Co. . July, 104 
Mast Development Co. July, 110 
Minnesota Mining & Mfg. Co. Sept., 136; Nov., 136 
Office Appliance Co. July, 107 


STORAGE CABINETS 


Borroughs Mfg. Co. Oct., 139 
Dolin Metal Products, Inc. July, 114 
Penn Metal Corp. of Penna. Sept., 133 
Vanguard Engineering & Mfg. Co. July, 112 


TABULATING EQUIPMENT 

Duro Consolidated, Inc. Aug., 109 

International Business Machines Corp... .Oct., 164; 
Dec., 126 

Remington Rand, Inc. July, 97; Nov., 124 

TELEPHONE TIMER 

Pennwood Numechron Co. Dec., 114 


TICKET-ISSUING MACHINE 
AB Almex Aug., 128 


TIME RECORDERS 
Ajax Time Stamp Co. duly, 113 


TYPEWRITERS, ELECTRIC 
International Business Machines Corp. July, 100 


TYPEWRITERS, OFFICE 
Remington Rand, Inc, Dec., 100 
Royal Typewriter Co. ; Aug., 106 


TYPEWRITERS, PORTABLE 
Underwood Corp. Sept., 130 


TYPEWRITER ACCESSORIES 


Ace Hose & Rubber Co. Aug., 124 
L. M. Bickett Co. July, 112 
Eberhard Faber Pencil Co. Dec., 102 

Co. Aug.. 117 
a Lox Mfg. Co. Nov., 117 
Wm. F. Kottmeyer & Curtis Minogue Sept., 159 
Mittag & Volger, Inc. Dec. !21 
Shipman-Ward Mfg. Co. .. July., 94; Nov. 139 


WASTEBASKETS 


Franklin Metal Products Co ... July, 106 
National Vulcanized Fibre Co. Aug., 119 
Vanpe, Inc. ‘ Dec. 130 


This volume index is published in 
June and December for the con- 
venience of readers who keep their 
issues of THE OFFICE in handy, 
attractive binders. Each binder 
holds 6 copies. Two binders (not 
sold singly) are $3 postpaid in U. S. 
Order from Office Publications Co.., 
270 Madison Ave., New York 16, 
N. Y. 
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Acco Products, Inc 


Acme Adding Machine Service & Sales Corp. 


Acme Visible Records, Inc. 

Active Mailing Machine Co. 

Addo Machine Co., Inc 
Adjusto-Swing Office Machine Stands Co 
Advertising Council 

Ajax Time Stamp Co. 

Allen Business Machines, Inc., R. C. 
Alliance Rubber Co 

Amberg File & Index Co. 
American Cancer Society 
American Lithofold Corp. 

Ames Supply Co 

Apex Business Systems 

Archbold, A. A. 

Autocopy, Inc. 

Autographic Register Co. 


Bankers Box Co. 

Barrett Adding Machine Division 
Basten, Peter 

Battye-Franklin Corp 

Boorum & Pease Co. 

Borroughs Mfg. Co. 

Bostitch Inc 

Burroughs Adding Machine Co 


Calculator Equipment Corp 
Chairmaster 

Clar-O-Type Co. 

Codo Mfg. Corp. 

Cole Steel Equipment Co. 
Columbia Chemical Co. 
Columbia Ribbon & Carbon Mfg. Co. 
Commercial Controls Corp. 
Consolidated Business Systems, Inc. 
Consolidated Office Supply Co. 
Convoy, Inc 

Cotterman, |. D 

Coxhead Corp., Ralph C. 

Cramer Posture Chair Co 


Dashew Business Machines Inc. 
Davidson Corp. 

Behn Jr.. 1. A. 

Dewberry Engraving Co 

Dick Co., A. B. 

Dictaphone Corp 

Ditto, Inc 

Dreusicke & Co. K. G. Wilhelm 


Econo-Pak Register Co 
Eraser Co. 
Esleeck Mfg. Co 
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122, |! 


Evans Specialty Co. 
E-Z Sort Systems, Ltd. 


Fabbrica Addizionatrice Italiana 
Faber-Castell Pencil Co., A. W. 
Facit, Inc. 

Federal Cash Register Co. 
Force & Co., Wm. A. 


General Binding Corp. 
General Photo Products Co. 
Gestetner Duplicator Corp. 
Gibian, Richard 

Gilbert Paper Co. 

Gonco Mfg. Co. 


Hamann Calculating Machine Co. 
Hano Co., Philip 
Hush-A-Phone Corp. 


Imperial Desk Co. 

Industrial Shredder & Cutter Co. 
Ink Specialties Co. : 
Inter-Continental Trading Corp. 
International Cash Register Parts Co 
Invincible Metal Furniture Co. 


Karl Mfg. Co. 
Kee Lox Mfg. Co. 
Kellogg Switchboard & Supply Co. 


Lanston Monotype Machine Co. 
LeFebure Corp. 
Litho Engineering & Research 


Manifold Supplies Co. 

Marchant Calculators Inc. 
Miller-Trojan Co 

Minnesota Mining & Mfg. Co. 
Mittag & Volger, Inc. 

Modern Business Forms Mfg. Co 
Monroe Calculating Machine Co. 
Moore, Inc., P. O. 

Morris Co., Bert M. 


National Blank Book Co 
National Cash Register Co. 
New England Paper Punch Co. 
Norta Distributing Co. 
Northwest Metal Products Co. 


Odhner Sales, Inc. 
Office Products, Inc. 
Office Publications Co. 
Old Town Corp. 

Olivetti Corp. of America 
Outlook Envelope Co. 


Palson Mfg. Co. 
Paraliner Co 
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erless Imperial Co. 
nnwood Numechron Co. 
illips Proczss Co. 
tney-Bowes, Inc. 

ecisa Distributors, Inc. 
ecise Carbon Forms 
inting Devices 


ueen Ribbon & Carbon Co. 


apid Roller Co. . 

gal Typewriter Co. 

egna Cash Register Co. 
emington Rand, Inc. 
ex-Rotary Distributing Corp. 


berts Numbering Machine Co. 


oberts Rubber Co., Weidon 
oyal Typewriter Co. 


curity Steel Equipment Corp. 
elect-O-Phone Division 
haw-Walker 


vad WE OFFICE. Ciny, 1Mlonth 


Please enter my subscription to THE OFFICE for the period checked 


below: 


[_] Check enclosed 


NAME 
COMPANY 
ADDRESS 


1 Year 
2 Years 
3 Years 


LE Qe See SS SS SSS SSS SSF SSF FSF SSS FSF FSF SSS SSSSSFS SSS See as 
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Sheppard Envelope Co. 
Shipman-Ward Mfg. Co. 
Shredmaster Corp. 
Smead Mfg. Co. 

Smith Co., Charies C. 


Smith & Corona Typewriters Inc., L.C. 


SoundScriber Corp. 
Speed-O-Print Corp. 
Standard Manifold Co. 
Storms Co., H. M, . 
Strohmeyer & Arpe Co. 
Sturgis Posture Chair Co. 


Technygraph Co. 

Thomas Mechanical Collator Corp. 
Tiffany Stand Co. 

Tubular Specialty Mfg. Co. 
Typewriter Sundries Co. Ltd. 


Underwood Corp. 


Vanguard Engineering & Mfg. Co. 
Varigraph Co. 

Vari-Typer, The abe 

Victor Adding Machine Co. 
Wassell Organization 

Wausau Paper Mills Co. 

Weston Co., Byron 

Wheeler Insulated Wire Co, 
Worden Co. 


[_] Send invoice 
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 BLWE | 
Seem | 
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Tell Us 


ECENTLY a professor study- 

ing American magazines de- 

clared that falls into a 

set pattern and routine, ap- 
parent, after reading five or six 
copies of a particular publication. 
While each magazine possesses its 
own individuality, the professor in- 
timates that there is not enough va- 
riety and change within publica- 
tions. 

Here at THE Orrick Magazine we 
are greatly concerned with self- 
improvement and are steadily trying 
to develop new ways to increase the 
value to readers. Obviously any or- 
ganization or service tends to follow 
a pattern once a formula useful to 
its clientele has been successfully 
established. This is true in maga- 
zines, office management or classrooin 
lecture platforms. Nevertheless, 
there is substance to the objection 
that inertia goes too long unchal- 
lenged and there is insufficient em- 
phasis on the necessity for ruthless 
self-questioning as to the worth of 
specific activities within manage- 
ment routine. 

This magazine exists to help its 


each 
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readers do a better job of managing § 


and equipping the nation’s offices, 
The interests of its readers will al} 
ways remain paramount. We seek 
continually new practices and fea-} 
tures which will make the magazine] 
of more help to you as readers. But 
no organization can think of every4 
thing and there are certainly ways! 
we can improve our contents an 
services which have not occurred t 
us. 

It is fitting, therefore, in ' 
year-end issue to call on you to sendy 
us suggestions for future improve? 
ments and changes which you would) 
like to see on these pages. We arg 
receptive to criticism and since w@ 
want THE OrFIce to continue ag 
your most useful management guid@ 
every month, we encourage you t 
tell us your ideas on how its servie 
to you ean be enhanced, whethem 
through new features, greater o rd 
less emphasis on certain subjects§ 
illustrations, ete. What about thafj 
past article so closely identified with} 
your own problems that demanded 
fuller treatment? The publication 
also provides a forum for an ex 
change of ideas with other readers 
and a source of information in addi4 
tion to its basie editorial and adver; 
tising communicative functions. 

Many of its present features havé 
been the result of suggestions from 
readers. We anticipate further im+ 
provements in this manner and hope 
you will not hesitate to tell us any 
ideas you would like to see explored; 
You will find the magazine’s respon- 
siveness to constructive change flexi- 
ble and progressive. 
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$s pUPLICAY a 
ip Copy Control for 


provides the quickest, most 
satisfactory way to moke 
for instant vse: your original 
tye ‘drawing is your “Master 
fils to Ge ye fo set, no inking, no 
makeready, ‘ow turn Gut 420 bright copies a minute, 
} once, on varying weights oF — 
ios from 3 x 5 up to 2 x , 


OL INSURES BRIGH 
The: fees of the D-10 procigim worthine: 
‘ has. Balanced. action, * hay weor-ond 
gab ag ports. Magic -copy con 
_ every copy ain ‘ond bright. Sure and sirip 
t of every user. Let us prov 
1, int. 2274 - West ner 
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